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OPERATORS' GUIDE

MEDICAL EXAM SCHEDULING MODULE

1.0 BACKGROUND

1.1 Purpose of the Operators' Guide

This guide explains how a user interacts with the Medical Exam
Scheduling (MES) module of the Navy Medical Command's (NAVMED) Navy
Occupational Health Information Management System (NOHIMS). AFter presenting
an overview of the module and its files, this guide describes the module's
menus and discusses the individual options highlighting significant aspects.
The information in this document is intended to help the reader effectively
use this module.

This module extensively uses the VA FileMan data base management
package. The NOHIMS Primer (the Primer) explains the general principles

involved in using FileMan and also explains how one uses system-wide
functions. This guide assumes that the reader has carefully reviewed the
NOHIMS Primer before this document is read or used.

1.2 References

The following publications provide background information on the Medical

Exam Scheduling module:

o NOHIMS Medical Exam Scheduling Module Functional Design

Specifications

o Navy Occupational Safety and Health (NAVOSH) Program Manual, OPNAV
Instruction 5100.23B

o Department of Defense Occupational Health Surveillance Manual, DoD

6055.5-M

o NOHIMS Primer, The MITRE Corporation, January 1987

" Users' Manual Medical Exam Scheduling Module, The MITRE Corporation,

January 1987

1.3 Terms and Abbreviations

The following terms and abbreviations are used in this guide:

o Agency: An Executive Department, as defined in 5 U.S.C. 101, or any
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employing unit or authority of the Government of the United States
not within an Executive Department to which the provisions of
Executive Order 12196 are applicable.

o Automated Scheduling System: Indicates that all appointments are
filed into a schedule of dates and time slots. Each time slot
included in an appointment is checked by the system for available
capacity and for shift or program preferences.

" Date Next Exam: For periodic program enrollments, this indicates the
date by which the employee is expected to be scheduled for an exam.
For one-time enrollments or for removed programs, this indicates the
month and year in which the one-time or removal exam should be given.

o Disposition: A determination of whether an appointment was attended,
missed, or cancelled.

o Expiration Date: The date on which an employee's periodic program
qualification expires. As adjusted by the clinic specified
Qualification Grace Period, it is the program enrollment Date Next
Exam or a scheduled appointment date, whichever is later.

o Location: A four-tiered description of a physical place consisting
of site, location, sublocation, and area.

o Manual Scheduling System: Indicates that all appointments will be .

scheduled by the user with no system scheduling or checking on clinic
availability.

o One-time: A program exam or enrollment that does not anticipate or
require any periodic reexamination.

o Operation: A defined set of procedures, each with its own code, that
is used to classify specific tasks performed by employees in the
course of their work.

o Periodic: A program exam or enrollment indicating need for regular
medical surveillance at the interval specified by the reexamination
frequency. The exam results for these programs determine an
employee's medical qualification status for related occupations,
operations, locations, and stressors.

" Program: A means of classifying employees for medical surveillance
that specifies the medical protocol an employee should be subject to
when working in an occupation, location, operation, or with a
stressor, or when requiring evaluation based on past exposure to a
stressor. Programs may be generic or specific to a stressor,
operation, or occupation (e.g., sight conservation, asbestos, fork
lift operator).

1-2
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o Program Preference: A medical program that is to be given

preferential treatment in scheduling during specified time periods,

( e.g., an exam needing the presence of a special practitioner who is

available one morning each week.

o Protocol: The list of medical history items, physical examinations,
and lab tests that an employee should be given during an examination
for a medical program.

o Stressor: Any chemical substance, biological agent (bacteria, virus,
fungus, etc.), or physical stress, noise, heat, cold, hypo-hyperbaric

pressure, etc., which is:

1. Regulated by any NAVOSH Standard or Federal Law or rule due to
a hazard to health

2. Listed in the latest printed edition of the National Institute
for Occupational Safety and Health (NIOSH) Registry of Toxic
Effects of Chemicals

o To Be Scheduled (TBS): A file of employee programs that await
immediate scheduling by the clinic.

1.4 How to Use This Guide

This guide describes how to execute the module's various menu options.
Section 2 contains an overview description of the module; this information
should help the user determine if the system activities he or she wishes to
perform are performed by this module. Section 3 presents an overview of the
module's menus; this information is intended to help the user identify which
of the menu options should be used (Section 2 of the NOHIMS Primer explains
the mechanics of selecting menu options).

For ease and clarity of discussion, the module's menu options have been
grouped into processes, where each process deals with a major feature of the

module. Usually, the process is further broken down into various input and

output subprocesses. Each section after Section 3 describes a specific
process. Each of these sections begins with a discussion of the major points
that must be known to use the process effectively. If the process has been
broken into subprocesses, a brief discussion of the highlights of each
subprocess is then presented. In most cases, for each subprocess an actual
prompt sequence is shown; notes are keyed to selected prompts. These notes
present especially important information about the responses to these
prompts. Messages and prompts shown in the figures that are displayed by the
system are without underline; responses by the user are underlined. If the
response to a prompt is straightforward, there is no accompanying note; the
user should be able to understand how to respond to the prompt by using the
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Help message feature of FileMan. To understand prompts and prompt responses

(fully, the user must first read Sections 3 through 10 of the NOHIMS Primer.

In an attempt to keep the Operators' Guide as short as possible, most of

the general information about the module (such as the contents of input forms S

and output reports) that was presented in the module's Users' Manual has been

excluded from the Operators' Guide. If the user wishes to review the

material in the Users' Manual while using the Operators' Guide, he or she

should consult the Medical Exam Scheduling Module Operators' Guide/Users'

Manual Cross Reference (Table 1-1) to determine quickly which portion of the

Users' Manual should be read.

It is important to recognize that the Operators' Guide is not organized

by menu option; rather, it is organized by process. Frequently, a user will

not wish to review the material that describes how to perform a process. V

Instead, the user will wish to review the material that deals directly with a

specific menu option. When this situation occurs, the user can locate the

desired section by either reviewing the Index in the back of this document or

locating the appropriate menu option in the table appearing in Section 3. In

the latter ease, this specific section number that describes how to use the

option appears in parenthesis after the option's name.
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TABLE 1-1

MEDICAL EXAM SCHEDULING MODULE
OPERATORS' GUIDE/USERS' MANUAL CROSS REFERENCE

t

Operators' Guide Users' Manual

1.1 Purpose of the Operators' Guide 1.1 Purpose of the Manual

1.2 References 1.2 References

1.3 Terms and Abbreviations 1.3 Terms and Abbreviations

1.4 How to Use This Guide --- 0

2.1 Module Summary 1.4 Medical Exam Scheduling
Module Overview

2.2 Module Data Base 2.3 System Data Base
O

3.0 Module Menus ---

4.1 Introduction (Maintain 3.3 Maintain Enrollment
Enrollmert Status Process) Status

4.2 Enrollment into Medical Programs 3.3 Maintain Enrollment 0

Opt ion Status

4.3 kemove Employee From Medical 3.3 Maintain Enrollment

Programs Option Status

4.4 Maintain Enrollment Status 4.2 Produce Management 0
Output Options Reports

4.4 Produce Discrepancy

Reports
4.5 Produce Program Link-age Displays

5.1 Introduction (Scheduling 3.4 Schedule Appointments
Process)

5.2 Enter/Edit Employees To Be 3.4 Schedule Appointments
Scheduled Option

5.3 Generate Clinic Monthly Template 3.4 Schedule Appointments
Option
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TABLE 1-I
MEDICAL EXAM SCHEDULING MODULE

OPERATORS' GUIDE/USERS' MANUAL CROSS REFERENCE

(Concluded)

Operators' Guide Users' Manual

5.4 Direct Appointment Scheduling/ 3.4 Schedule Appointments

Rescheduling Option

5.5 Schedule Appointments from To Be 3.4 Schedule Appointments

Scheduled Option

5.6 Monthly Automated Scheduling 3.4 Schedule Appointments

Option

5.7 Monthly Schedule KilL and TBS 3.4 Schedule Appointments
Refile Option

5.8 Scheduling Output Options 4.3 Produce Clinic Reports

6.1 Introduction (Update Appointment 3.5 Update Appointment

History Process) History

6.2 Cancel Individual Medical 3.5 Update Appointment
Appointments Option History

6.3 Block Cancellation of Medical 3.5 Update Appointment
Appointments Option History

6.4 Missed Appointments Option 3.5 Update Appointment
History

6.5 Record Attended Appointments 3.5 Update Appointment
Option History

6.6 Exam Results Entry/Edit Option 3.5 Update Appointment
History

6.7 Update Appointment History Jutput 4.2 Produce Management
Options Reports
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2.0 MODULE OVERVIEW

2.1 Module Summary

The Medical Exam Scheduling module tracks employee medical surveillance
program exam requirements and medical qualification statuses, supports

automatic or manual clinic scheduling with appointment notification and exam
protocol generation, and provides data for monitoring employee's exam
histories. Figure 2-1 shows the major processes, inputs, and outputs of the
module.

The primary function of this module is to ensure that employees receive
necessary medical surveillance. To accomplish this, the system relies on
medical surveillance program enrollment, scheduling, and qualification
tracking. Figure 2-2 illustrates the general flow of employee medical

program data in this module.

The module tirst enables the user to establish medical surveillance
programs and associated medical exam protocols that are linked by the user to

appropriate locations, stressors, occupations, and operations. Employees in
an occupation chat is linked to medical programs are automatically enrolled
in the programs for periodic surveillance, and the newly required programs -

are filed in the To Be Scheduled file. An employee who is overexposed or
over the medical surveillance action level for a stressor may be enrolled for
a future one-time checkup or have an entry filed in the To Be Scheduled file
for all programs linked to the stressor, depending on the monitoring
recommended for that stressor. To supplement these automatic "required"

occupation and "personal" exposure enrollments, the user can enroll employees
into medical programs fo- "job-related" (operation, location) or other
"personal" reasons. Enrollment is generally for periodic programs with
annual, semiannual, or ocher frequencies, but it can also be used to ensure
that a one-time exam is conducted in the future.

Employees are automatically removed from enrollment in programs when
they are terminated, when a program is deleted from their occupation
requirements, when the system determines that they have missed an excessive
number of consecutive exams, or, for one-time enrollments, when the program

is moved to the To Be Scheduled file. The user can also remove an enrollment
directly, at which time the user specifies whether or not a removal exam is
to be performed either now or in the future. Once a month the clinic will
have the system review all employee records and identify those employees
having one-time or periodic program enrollments that need a baseline,
periodic, or removal exam in the specified month. These programs are filed
in the To Be Scheduled file.

4P
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Under the scheduling part of the system, each clinic will have the
( choice of a manual scheduling system or an automated scheduling system.

Under either system, the user can at any time schedule or reschedule
appointments directly and either incorporate programs that are in the To Be
Scheduled file or enter other desired program data. In addition, under an
automated scheduling system, the user can have the system schedule
appoiitments for programs that need to be scheduled, or the user can have the
system list the employees and programs that need to be scheduled and list
blank time slots that are available by shop for scheduling. In the latter
case, the shops will use the employee lists to assign appoint-
ments, and the clinic will enter the appointments directly. The system will
distribute a shop's appointments or blank time slots over several days.
System scheduling can be run more than once a month, if desired.

Under an automated scheduling system, the user can specify holidays,
administrative time, availability of time slots, time slot length, and
preference for seeing employees from a specific shift or program at specific
dates and times.

Whenever an appointment date, time, or program has been assigned or
changed, the system prints out an appointment notice addressed to the
employee, listing the appointment date and time, medical programs covered by
the appointment, and any preexamination instructions that the employee should
follow prior to the appointment. The clinic can, for a specific day or
appointment, print individual appointment exam protocols that list exposure
data, the employee's enrollments, the appointment programs and the medical
history, physical exams, and lab tests appropriate to the employee's age and
sex for the medical programs specified in the appointment. The physician
will use this report to record program exam results of "qualified," "not
qualified," or "incomplete." The clinic will enter missed, cancelled, or
attended appointments directly or will flag an existing scheduled appointment
as missed, cancelled, or attended. For cancelled or missed appointments, the
clinic wilt be able to reschedule the appointment directly or file the
programs in the To Be Scheduled file. For attended appointments, the clinic
can add information on the employee's arrival and departure time and can
enter program exam results as they become availible.

The system also tracks the medical qualification of each employee. When
a user records an appointment as attended, a qualification of "pending" is
filed in the employee record for each program covered by the appointment.
When a program result is entered as "incomplete," the employee program
qualification status is left as "pending," and the program is filed in the To
Be Scheduled file for a follow-up exam. When results of "qualified" or "not
qualified" are entered in the appointment

2-4



history, the system also files them in the employee's program qualifications

and increments the qualification expiration date by the reexamination
frequency. For medical surveillance programs in which an employee is
enrolled for periodic reexamination, the system will file a "not qualified"

if the qualification expiration date is past. The system generates a regular
report on employee qualifications, and the user may request a special report

at any time.

2.2 Module Data Base

There are two types of files in NOHIMS:

" Application files--These files are primarily intended to support the
functions of a specific module, although in certain cases they may be

used by other modules. In addition, the contents of these files

change frequently as new data is added to the files or old data is

removed from these files.

o Reference files--These files are primarily intended to be used by a
specific module, although in certain cases they may also be used by
more than one module. These files differ from application files in

that they contain controlled vocabularies of terms. The contents of

these files are usually static or change slowly over time.

The MES Module uses the following files listed under their associated

type:

Application Files Reference Files

Clinic Appointment Notices
Medical Program Preexam Instructions

Enrollment Medical Program Tests
To Be Scheduled
Medical Appointment

Medical Appointment History

Medical Qualifications

The Clinic file identifies the clinics using the system, provides the

clinic-specific grace periods, and holds data on the type of scheduling
system used by each clinic. For a clinic with an automated scheduling

system, the entry contains program preferences, time slot length, clinic
start and stop times, and the generic weekly schedule used by the system to

build monthly templates. The Identification (ID) field for a Clinic entry is
the Clinic Name. The lookup fields are the Clinic Name and Clinic
Abbreviation. See the System Manager's Guide for further information on
Clinic entries.

2-5
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A Medical Program file entry identifies a medical surveillance program

and contains data on valid reexamination frequencies, exam protocols, preexam

instructions, estimated exam length, and links to related occupations,
stressors, operations, and locations. The ID field is the Name. The lookup

fields are the Name and Program Code. See the System Manager's Guide for

further information on Medical Program entries.

The Enrollment file contains data on programs in which an employee is or
has been enrolled. The file is a subfile in the Employee file. For each

employee record, there are multiple programs referenced. The data consists

of the most recent enrollment and removal for each program, including
information concerning the next examination needed. There are two kinds of
enrollments--periodic and one-time. A one-time enrollment is used to ensure
that an employee will be examined before a specified date. One-time

enrollments are automatically removed by the sytem as soon as the program is
filed in the To Be Scheduled file. The system may generate one-time
enrollments as a result of an employee's exposure to a stressor. The system
will generate periodic required enrollments with a Date Next Exam of the
current date when an employee's occupation is entered or changed or when the
required programs for an occupation are changed.

The To Be Scheduled file consists of programs for which an employee is
to be scheduled. This file is a subfile of the Employee file, with multiple

programs referenced. Each program entry contains information needed to

schedule the program. This file serves as a holding area for employees with
programs that await immediate scheduling by the clinic. The bulk of the file

entries will be the result of one of the following actions:

o Operator or system entry of an enrollment with a Date Next Exam in
the current month. The system's entries will arise primarily in
response to changes in an employee's occupation or occupation

requirements as discussed above.

o Compilation of an Over MSAL Report, under the Exposure module, Lhat
identifies either an employee's overexposure to a stressor or
exposure over the medical surveillance action level (MSAL) to a
stressor requiring mandatory monitoring, whether or not the employee
is enrolled in the stressor-related programs.

o Initiation of the monthly selection process which identified any
programs with a Date Next Exam in the month to be selected.

2-6
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o Operator entry of a scheduled appointment as missed or cancelled with
the appointment to be rescheduled at an unspecified date and time.

o Operator entry of an employee's program exam status as "incomplete."

This will result in a follow-up entry.

Entries in this file will be deleted as they are scheduled for
appointments either by the user or by the system.

A Medical Appointment file entry identifies an employee and the programs

covered by the appointment. The ID field is the Employee Scheduled (which
references the Employee file).

The Medical Appointment History file contains data on all cancelled,
missed, and attended appointments, and the program exam results. The ID

field is the Date of Exam/Appointment.

The Medical Qualification file contains any programs for which an exam

result or qualification status has been filed. For each program there are
multiple dates with the status associated with each date. the file is a

subfile of the Employee file, with multiple programs.

The Reference files are summarized in Table 2-1. The Appointment
Notices file ID field is Code. There is only one Appointment Notice entry
used by the system. For the Preexam Instructions file, the ID field is
Name. The Medical Program Tests file uses Test Number for the ID field.

This module also uses files that were created and previously used by
other modules. These files are used as reference -files in that they contain

a controlled vocabulary of terms, but in certain situations, they also serve
as application files in that their contents may be updated by the user.
These files and the modules that primarily create and maintain them are

listed below:

o Administration Module

- Agency Unit

- Employee

- Location

- Operation

- Occupation

- Stressor

2-7
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TABLE 2-1
MEDICAL EXAM SCHEDULING REFERENCE FILES

FILE NAME FILE CONTENTS

Appointment Notices File The appointment notice formac specifying
the test and the data items to be in-
serted from the Employee, Medical Ap-
pointment, and Preexam Instruction files.

Preexam Instructions File Categories of instructions to appear on
the employees' appointment notices.

Medical Program Tests The full exam protocol scored in hier-
archical structure. Each item has a
name, number, and an ascendant entry
under which it is always listed.

2-8
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3.0 MODULE MENUS

The Medical Exam Scheduling module is divided into six subject areas as
follows:

o Enrollment--These options directly affect employee enrollment in
medical surveillance programs. They include the Enrollment into
Medical Programs option and the Remove Employees from Medical
Programs option.

o Scheduling--The Schedule Medical Appoint.rnents options, Appointment
Notices and Medical Exam Protocols options, and Print Current
Appointment Schedule options allow you to handle all aspects of
appointment scheduling. The options relating to Appointment Notices
are discussed in the System Manager's Guide.

" Appointment History--The options for Record Attended Appointments,
Exam Results Entry/Edit, Cancel Medical Appointments, and Missed
Appointments allow you to enter and edit all Appointment History data
and modify employee enrollment qualification data. q

o Medical Tables and Program/Test Linkages--You will use these options
to display program linkages and exam protocols. The System Manager's
Guide discusses the options that modify program linkages and edit the
major module tables. The options that display program linkages are
related to the Maintain Enrollment Status process.

o Medical Exam Reports--These options enable you to produce reports on
enrollment, qualifications, appointment histories, and program/
operation links. The Removal Report, Program List per Operation by
Shop, Program History, and Report of Date Next/Birth Month
Discrepancies relate to the Maintain Enrollment Status Process. The
rest of the reports are related to the Update Appointment History
process.

o Medical Audit Functions--These options audit the module's files.
They are discussed in the System Manager's Guide.

The structure of the menus and the options discussed in Sections 4, 5,
and 6 are shown in Table 3-1.

3-1
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TABLE 3-1
MEDICAL EXAM SCHEDULING MENU OPTIONS

1. Enrollment into Medical Programs (4.2)

2. Schedule Medical Appointments

1 Enter/Edic Employees To Be Scheduled
(5.2)

2 Display/Print Personnel Requiring Exams
(5.8)

3 Manual Appointment Scheduling

1. Schedule Appointments from To Be
Scheduled (5.5)

2. Direct Appointment Scheduling/
Rescheduling (5.4)

4 Automated Scheduling

1. Generate Clinic Monthly Template
(5.3)

2. Monthly Automated Scheduling
(5.6)

3. Monthly Schedule Kill and TBS

refile (5.7)

5 Available Capacity Grid Display (5.8)

3. Appointment Notices & Medical Exam Protocols

1 Create/Edit Appointment Notice Text
(System Manager's Guide)

2 Appointment Notices Print
(System Manager's Guie)

3 Reprint Appointment Notice
(System Manager's Guide)

4 Employee Medical Exam Protocol (5.8)
5 Medical Exam Protocol for Program (5.8)
6 Medical Exam List (5.8)

4. Record Attended Appointments (6.5)

5. Exam Results Encry/Edit (6.6)

3-2
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TABLE 3-1

MEDICAL EXAM SCHEDULING MENU OPTIONS
(Continued)

S

6. Cancel Medical Appointments

1 Cancel Individual Medical
Appointments (6.2)

2 Block Cancellation of Medical
Appointments. (6.3)

7. Missed Appointments (6.4)

8. Remove Employees from Medical Programs
(4.3) 9

9. Medical Tables & Program/Tests Linkages

I Setup Medical Tables

1. Clinic Table Entry/Edic (System S
Manager's Guide)

2. Pre-exam Instructions Table Entry
(System Manager's Guide)

3. Medical Program Table Entry/Edit
(Sycem Manager's Guide)

4. Medical Test Table Entry/Edit (System
Manager's Guide)

2 Setup/Display Medical Program Linkages

1. Occupation/Medical Program Linkage
(System Manager's Guide)

2. Occupation/Medical Program Display
(4.4)

3. Location/Medical Program Linkage
(System Manager's Guide)

4. Location/Medical Program Display
(4.4)

5. Operation/Medical Program Linkage
(System Manager's Guide)

6. Operation/Medical Program Display
(4.4)

7. Scressor/Medical Program Linkage
(System Manager's Guide)

8. Scressor/Medical Program Display
(4.4)
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TABLE 3-1
MEDICAL EXAM SCHEDULING MENU OPTIONS

(Concluded)

10. Print Current Appointment Schedule

1 Appointment List by Clinic (5.8)
2 Appointment List by Shop (5.8)

11. Medical Exam Reports

I Qualification Status Report (6.7)
2 Appointment History Details (6.7)
3 Appointment History Summary (6.7)
4 Performance Summary (6.7)
5 Missed Appointments Report (6.7)
6 Cancellation Report (6.7)
7 Removal Report (4.4)
8 Cost Accounting Report (6.7)
9 Program List per Operation by Shop (4.4)
10 Program History (4.4)
11 Report of Date Next/Birch Month

Discrepancies (4.4)
12 Full Qualification Status Report (6.7)

12.Medical Audit Functions

1. Discrepancy Audit of Personnel File
(Syscem Manager's Guide)

2. Qualification Audit (System Manager's 0
Guide)

3. Schedule Audit (System Manager's Guide)
4. Discrepancy Audit for Prgm/Occ Changes

(System Manager's Guide)

3-4
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4.0 MAINTAIN ENROLLMENT STATUS PROCESS

4.1 Introduction

The options listed in this section are used co identify an employee's
one-time and periodic medical surveillance program enrollment, determine what
it should be, and enter, modify, or correct enrollments either as deemed
appropriate by an industrial hygienist or clinic physician or as requested by
an employee's supervisor.

In addition to the reports listed in this section, you also may need to
refer to the following reports co support the maintenance of employee
enrollment statuses:

o The Over MSAL Report, generated under the Exposure Module, provides
information needed co determine what action, if any, was taken by
the system as a result of an exposure.

o The Program/Occupation Changes Discrepancy Audit lists any
enrollments, modifications, or removals made by the system in
response to changes in the surveillance requirements for an
occupation. (See the System Manager's Guide).

o The Discrepancy Audit of Personnel File describes minor modifi-
cations made by the system and reports discrepancies between an
employee's enrollment and the surveillance program requirements for
the employee's occupation. (See the System Manager's Guide).

o The Report of Dace Next/Birth Month Discrepancy lists any
enrollments for which the projected date of the next examination is
not in phase with the employee's birthdace and reexamination
frequency.

The above reports and the Removal Report and Program History Report
provide information on an employee's enrollment and on changes made to the
enrollment. You can list the appropriate enrollment for an employee working

in a location, occupation, operation, or with a scressor, by using the
corresponding Program Linkage Display options. In addition, the Program List
per Operation by Shop provides supervisors with data on enrollment needed for
operations.

Afcer a decermination has been made co change an employee's enrollment,
use the enrollment and removal options co enter, modify, or correct data for

an employee's program enrcllment.
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4.2 Enrollment into Medical Programs Option

This option allows you co enroll an employee in a program for che
first time, reenroll an employee who has been removed, modify an existing
enrollment, or delete and replace an existing enrollment. You will want to
"delete and replace" an existing enrollment if something was wrong with the
enrollment as entered, e.g., the Reexamination Frequency, Reason for
Enrollment, or Enrollment Type was in error. You would "modify" an
existing enrollment if the original enrollment is correct but an enrollment
field needs to be changed because of new circumstances, e.g., the
Reexamination Frequency should be increased or the enrollment is no longer
"required" buc the enrollment is to be kept with Enrollment Type "personal"
or "job related". A change in the Date Next Exam or Next Exam Type can
always be created as a modification, since they are not kept historically.
Figure 4-1 contains details on the enrollment entry sequence. In this
example, we are reenrolling Janet Jackson in the lead program and then
modifying the enrollment.

The circled numbers in the Figures in Sections 4 through 6 correspond
to the numbered notes in the same figures. Messages and prompts displayed
by the module are shown without underline, whereas keyed responses are
underlined.

4.3 Remove Employees from Medical Programs Option

This option allows you to remove an employee from a program or modify
an existing removal. When removing an employee from a program, you will he
able co specify whether the employee should be given a removal
examination. If you specify thac no removal exam is to be done, and there
is a To Be Scheduled file entry, you will be asked if you want ic deleted.
Figure 4-2 outlines the removal entry sequence. In this example, we are
removing Janet Jackson from the Hydrocarbon program and setting up a
removal exam.

4.4 Maintain Enrollment Status Output Options

Table 4-1 describes the selection and sort criteria you will encounter
when using the options chat produce reports percinent to maintenance of
enrollment. You need to check the Primer, Section 7, for guidance on the
lookups used in selecting an employee, location, stressor, or agency.
Also, see the Primer, Section 9.3, for information on responding co sort
field prompts.

4-2
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EMPLOYEE: I
I JACkSON.JANCT JACRSONJANET

F 681 53 1111113 114OP: 104 (RIMS)

2 JONES,JUDY JONESJUDY
F 433434 556789099 SHOP: 923 (PINS)

CHOOSE 1-2:E+ JACKSONJANET
JACKSONJANT DO: SEP 29.1971 OCC: SS690 INDUSTRIAL HYTIEE SHIFT: I

SEVICE* A 8IG47 MARGIN! 112// 1JO0

PROSRAM HISTORY OCT ,1936 11:20 PAGE I
NAME SM $ADD[ SHIFT 2ITHOATC

OCCUP JOB TITLE
AGENCY SHOP

JACKSONOJANET S51111113 567891 SAT SEP 29P1971
830690 INDUSTRIAL NYSIENt
RIN 106

02 ASBESTOS
ENROLL: ENROLLED DATE LAST: 29 AUG 36 DATE 0!1T! 1 I'_DL
EXAM: PERIODIC STATUS: QUALIFIED La.. VUAL. DATE: 2v AUG 86
DATE ENROLLED: 22 JUL 56 ENROLL TYPE: REQUIRED
REASON ENROLLED: CHANGE IN MS REQUIREMENTS
DATE REMOVED: REEXAM: 60 S
REASON REMOVED:

O CHROMIUM
ENROLL: ENROLLED DATE LAST: DATE PEXT 29 SEP 56

EXAM: BASELINE STATUS: LAST DUAL. DATE:
DATE ENROLLED: 30 JUL I ENROLL TYPE: PERSONAL
REASON ENROLLED: OCCUPATIONAL EXPOSURE
DATE REMOVED: REEAM 0
REASON REMOVED: SET UP FOR SCHEDULING

09 HEARING
ENOLL: ENROLLED DATE LAST: DATE NEXT: 21 JUL 16 A
EXAM: BASELINE STATUS: NOT QUALIFIED LAST DUAL. DATE: 31 JUL 16

DATE ENROLLED: 23 JUL 86 ENROLL TYPE: REQUIRED
REASON ENROLLED: CHANGE IN MS REQUIREMENTS
DATE REMOVED: REEXAM: 12
REASON REMOVED:I10 HYDROCARBONS

ENROLL: ENROLLED DATE LAST: DATE NEXT: 29 SEP 36
EXAM: BASELINE STATUS: LAST DUAL. DATE: 9
DATE ENROLLED: 30 JUL St ENROLL 11PEt PERSONAL
REASON ENROLLED: OCCUPATIONAL EXPOSURE
DATE REMOVED: REEXAM: 0
REASON REMOVED:

04 LEAD
ENROLL: REMOVED DATE LAST: 29 AUG 36 BATE NEXT:
EXAM: BASELINE STATUS: LAST DUAL. DATE: 29 AUG 36
DATE ENROLLED: 11 JUL 36 ENROLL TYPE: PERSONAL
REASON ENROLLEU: OCCUPATIONAL EXPOSURE
DATE REMOVED: 31 JUL 16 REEXAM: 0
REASON REMOVED: SET UP FOR SCHEDULING

40 RESPIRATORY PROTECTION
EN*OLL: ENROLLED DATE LAST: 29 AUG 36 DATE NEXT: 23 JUL 36
EXAM: BASELINE STATUS: NOT QUALIFIED LAST DUAL. DATE: 2 SEP 36
DATE ENROLLED: 21 JUL 36 ENROLL TYPE: REQUIRED
REASON ENROLLED: CHANGE IN MS REQUIREMENTS
DAi REMOVED: REEXA: 12
REASON REMOVED:

16 SIGHT CONSERVATION
ENROLL: ENROLLED DATE LAST: DATE NEIT: 23 JUL 36
EXAM: BASELINE STATUS: NOT QUALIFIED LAST OUAL. DATE: 31 JUL 36
DATE ENROLLED: 21 JUL I6 ENROLL TYPE: REQUIRED
REASON ENROLLED: CHANGE IN MS REQUIREMINTS
DATE REMOVED: EEXAM: 24 -:. -.

REASON REMOVED: .

25 SOLVENTS
ENkOLL: ENROLLE DATE LAST: SAtE NEXT: 30 JUL 36
EXAM: BASELINE STATUS: NOT QUALIFIED LAST DUAL. DATE: 2 SEP 16
DATE ENROLLED: 30 JUL 36 ENROLL TYPE: REQUIRED
REASON ENROLLED: CHANGE IN MS REQUIREMENTS
DATE OROVED: REEXAN: 12
REASON REMOVEll

FIGURE 4-1

( ENROLLMENT INTO MEDICAL PROGRAMS
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PROGRAM HISTORY OCT 7.1936 11:20 PAGE 2
NAME SIN shoot SHIFT DIRTHOAT-

occur JO TITLE
AGENCY SHOP

Select MEDICAL PROGRAM NAME: IAD- G 04
...OR? YES//_ (YES)

MEDICAL PROGRAM: LEAD DATE LAST EXAM: AUG 29. 1936
NEXT EXAM TYPE: BASELINE DATE ENROLLED: JUL 31P 1916 0
ENROLLMENT STATUS: REMOVED ENROLLMENT TYPE: PERSONAL

REEXAM FREQUENCY? S REASON ENROLLED: OCCUPATIONAL EXPOSURE

DAT( REMOVED: JUL 31t 1936 REASON REMOVED: SET UP FOR SCHEDULING
DATE EXPOSURE REPORTED? JUL Si, 1936 OLD DATE NEXT: JUL 31, 1936

DATE LAST PERIODIC EXAM: AUG 29. 1936

Be you want to ENROLL this Eplsovee in thi rostiees .

REASON ENROLLED: OCCUPATIONAL EXPOSURE//-

ENROLLMENT TYPE: PERSONAL//.
REEXAN FREQUENCY: 0/i -9

THIS 1 THE NUMUER OF MONTHS DETVEEN REDICAL EXAMS.

Acceptable entries for this prelvas ,e: 0 6

REEXAM FREQUENCT: 0// A@
DATE NEXT EXAM: SEP 29 19 7// - (SEP 29, 1987)
DATE EXPOSURE REPORTED: JUL 31.19.6//_

NEXT EXAM TYPE: ASELINE// - 0
Select MEDICAL PRORAM NAME: LEAS '" 04 S

...K' YES/I (YES)

MEDICAL PROGRAM: LEAD DATE NEXT EXAM: SEP 29 1937

DATE LAST EXAM: AUG 29v 1936 NEXT EXAM TYPE: BASELINE
DATE ENROLLED: OCT 7, 1936 ENROLLMENT STATUS: ENROLLED
ENROLLMENT TYPE: PERSONAL REEXAM FREQUENCY: 6
REASON ENROLLED: OCCUPATIONAL EXPOSURE DATE REMOVED: JUL 31. 1,36
REASON REMOVED: SET UP FOR SCHEDULING

DATE EXPOSURE REPORTED: JUL 31. 1936 OLD DATE NEXT: JUL. 31# 1986
DATE LAST PERIODIC EXAM: AUG 29. 1936 .

EXPIRATION DATE BASIS: SEP 29. 1987

Enter '' to Modify the ENROLLMENT a? 'D' to Delete end replace the ENROLLMENT: N
REASON ENROLLED: OCCUPATIONAL EXPOSURE//-

ENROLLMENT TYPE: PERSONAL/.
REEXAM FREQUENCT: 6//0

DATE NEXT EXAM: SEP 29,1937//T (OCT 7, 1936)
DATE EXPOSURE REPORTED: JUL 31.1986//..

NEXT EXAM TYPE: #ASELINE//1.

Filins in To Be Scheduled tile 0
Select MEDICAL PROGRAM NAME? LEAD- 04

.OK? YES//.. (YES)-
MEDICAL PROGRAM: LEAD DATE NEXT EXAM: OCT 7# 1936

DATE LAST EXAM: AUG 29. 1936 NEXT EXAM TYPE: BASELINE

DATE ENROLLED: OCT 7. 1986 ENROLLMENT STATUS: ENROLLED

ENROLLMENT TYPE: PERSONAL REEXAR FREQUENCY: 6
REASON ENROLLED: OCCUPAT1ONAL EXPOSURE DATE REMOVED: JUL 31. 1996

REASON REMOVED: SET UP FOR SCHEDULING
DATE EXPOSURE REPORTED: JUL 31. 1936 OLD DATE NEXT: SEP 29. 1937

DATE LAST PERIODIC EXAM: AUG 29. 1936

EXPIRATION DATE BASIS: OCT 7. 1916

Enter IN' to Modify the ENROLLMENT or '' to Delete end Peplece the EmROLLMENT: R
REASON ENROLLED: OCCUPATIONAL EXPOSURE// :U

I DATE EXPOSURE REPORTED
2 DATE NEXT EXAM

CHOOSE 1-2: .j

DATE NEXT EXAM: OCT 7,19311/ /1 7/ (SEP It 1987)

DATE EXPOSURE REPORTED: JUL 31,1986//

NEXT EXAM TYPE: DASELINE//_

The followinl is the current TO DE SCNEDULED entry!

PROORAM TO SE SCHEDULED: LEAD ENROLLMENT TYPE: PERSONAL

REEXAM FREQUENCY: 6 REASON FOR EXAM: OCCUPATIONAL EXPOSURE

EXAM TYPE: DASELINE EXAM FOLLOWUP FLAO: INITIAL
DATE EXPOSURE REPORTED: JUL 31, 1906 DATE FILED: OCT 7s 1926

WARNI G: This IsPlOaee needs en ex osure related exes for this Prosres 0
So vow went to DELETE this entree9 01// T -

Select MEDICAL PROGAM NANE 0R
3 

" "e 
ant 

oDLT 

hset, 

/

EMPLOYEE.: FIGURE 4-1

ENROLLMENT INTO MEDICAL PROGRAMS
(Concluded)
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NOTES ON ENROLLMENT INTO MEDICAL PROGRAMS OPTION

1. We are doing an employee lookup (Primer, Section 7.3). s
2. We are specifying the device and modifying the margin width (Primer,

Section 9.2).

3. This is the Program History Report for the selected employee. It
includes the most recent enrollment and removal data for each program
in which the employee has been enrolled. The Date Enrolled is the date
on which the enrollment was entered. This dace will change if a
modification is filed. A Program Hiscory report only shows a Date Next
Exam for a removed program if there is to be a removal exam in a future
month.

4. Programs can be selected by Name or Code (Primer, Section 6).

5. This is a complete list of data fields associated with this program for
the selected employee.

6. We are asked this because the employee is not currently enrolled. Once
you indicate that you want to do an enrollment, you will have to
complete it. If it is an error, you will have to do a removal to
indicate the error.

7. The default for a new enrollment is the employee's next birchday. •

8. This date is used to warn the system and che aqer of the need for an
exposure related exam. It can be deleted if no such exam is necessary
or if such an exam has already been given.

9. This field is prompted separately from the earlier fields, so you will
noc be able to " " back to earlier fields. A simple " " on an earlier

field will bring you to this prompt.

10. bince we have selected an existing enrollment, the system is asking if
we wish to change it.

11. Since we entered a Date Next Exam that is in the current month, the

system files an entry into the To Be Scheduled file.

4-5 -



NOTES ON ENROLLMENT INTO MEDICAL PROGRAMS OPTION

(Concluded)

12. After we changed the Date Next Exam from a date in the current month to
a future date, the system noticed that an entry was in the To Be
Scheduled file. Since it may not be the same entry as the one we filed
earlier--e.g., it might be the result of an exposure or a follow-up to
an incomplete exam--we are asked if we want to delete it. Similarly, if
we were filing into the To Be Scheduled file and there had already been
a To Be Scheduled entry for the program, we would have been asked if we

wanted to replace it. The WARNING message reminds us about the need for

an exposure-related exam in case that would affect the decision on
whether or not to delete the To Be Scheduled entry.

4-6
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I J-A-' ONJAkET-JASONJANET
F 53678? 551111113 SHOP: 106 (MIMS)

2 JONESJUDY JONES,JUDY
F 433434 55678,099 SOP: 923 (MIMS)

CHOOSE 1-2% .L JACKSON,JANET
JACKSONJANET DOI: SEP 29.1971 OCC: GS0690 ZNDUSTRZAL HYGIENE SHIFT: D
DEVICE: "
TRY LATER
Select MEDICAL PROGRAM: I.L HYDROCARBONS 10

...OKI YES//- (YES) ENROLLED
MEDICAL PROGRAM: HYDROCARBONS
DATE NEXT EXAM: SEP 29# 1986
NEXT EXAM TYPE: BASELINE
DATE ENROLLED: JUL 30# 1986
ENROLLMENT STATUS: ENROLLED
ENROLLMENT TYPE: PERSONAL
REEXAM FREQUENCY; 0
REASON ENROLLED: OCCUPATIONAL EXPOSURE
LATE EXPOSURE REPORTED: JUL 31# 1996
EXPIRATION DATE BASIS: SEP 29# 1986

WARHING: This Eal*ovae needs an exposute related exam for this Prosram

Do wou want to REMOVE this Emplovee from this Protras7 Y
REASON REMOVED: 0--
DATE EXPOSURE REPORTE : JUL 31,19U 6DI
Select MEDICAL PROGRAM% LAD 04

...OK? YES//.. (YES) ENROLLED
MEDICAL PROGRAM: LEAD
DATE NEXT EXAM: SEP 1 1987
DATE LAST EXAM: AUG 29v 1996
NEXT EXAM TYPE: BASELINE
DATE ENROLLED: OCT 7r 1986
ENROLLMENT STATUS: ENROLLED
ENROLLMENT TYPE: PERSONAL
REEXAM FREQUENCY: 6
REASON ENROLLED: OCCUPATIONAL EXPOSURE
DATE REMOVED: JUL 31o 19B6
REASON REMOVED: SET UP FOR SCHEDULING
DATE EXPOSURE REPORTED: JUL 31, 1906
OLD DATE NEXT: OCT 7P 1956
DATE LAST PERIODIC EXAM: AUG 29. 1924
EXPIRATION DATE BASIS: SEP 1 1957

WARNINS: This Esplowe, needs an exposure related exam top this Protras

Do vou want to REMOVE thi Esplove, from this Prosram . r
o oa want to et up a rtmoval exam? N// 0
DATE NEXT EXAM: SEP 1#19S7//_
REASON REMOVED: SET UP FOR SCHEDULING Replace .. Wth NOT NEEDED ANYMORE

Replace,..
MOT NEEDED ANYMORE

DAIE EXPOSURE REPORTED: JUL 31,1914/..-
Select MEDICAL PROGRAM: -

EMPLOYEE:_ FIGURE 4-2

REMOVE EMPLOYEES FROM MEDICAL PROGRAMS
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NOTES ON REMOVE EMPLOYEES FROM MEDICAL PROGRAMS OPTION

I. We are asked this since the employee is currencly enrolled. If the
employee had already been removed, we would have been asked if we wanced
to correct the removal. For an employee who has an exam scheduled for
the elected Program, the system will display a warning message at this
point. Once you indicace chat you want to remove a one-time enrollment,
you will have to complete it. For a periodic enrollment, ycu can still
change your mind at the prompt under Note 2. You will be warned if che
employee has appointments scheduled that include this program.

2. We were asked chis question because this is a periodic enrollment.
Unless you enter an " " or " Q" you will have to complete the removal.

S
3. This Jate indicates the month and year in which the removal exam should

be given. You will only be asked for this dace if a removal exam is co
be done. If you enter a dace in the current month, the entry will be

filed in the To Be Scheduled file.

1
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TABLE 4-1
MAINTAIN ENROLLMENT STATUS OUTPUT OPTIONS

OPTION SELECT FIELDS SORT FIELDS

Program History Employee Agency

Removal Report Dace Removed Range Agency
Agency Unic

Name

Report of Dace Next/ Agency
Birch Month
Discrepancies

Occupation/Medical One or all Occupations
Program Display or

one or all Programs

Location/Medical One or all Locacions
Program Display or

one or all Programs

Operation/Medical One or all Operations
Program Display or

one or all Programs

Scressor/Medical One or all Programs
Program Display or

one Scressor, a class
of Scressors or all
Scressors

Program List Per Agency
Operations by
Shop
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5.0 SCHEDULING PROCESS

5.1 Introduction

The scheduling process allows you to track, schedule, and notify

employees who need to have medical examinations. You can review the To Be
Scheduled file entries as needed using the Display/Print Personnel Requiring
Exams option. You can add to, modify, or delete these entries using the
Enter/Edit Employees To Be Scheduled option.

Each clinic will choose to operate either a manual scheduling system or
automated scheduling system. The System Manager's Guide describes the entry
sequence for establishing a clinic scheduling system. If the clinic is using
an automated scheduling system, you will have to use the Generate Clinic
Monthly Template option to create an entry schedule before you will be able
to schedule any appointments for the clinic in that month. At the same time,
you can specify days or time slots that are unavailable because they are

holidays or administrative time.

You can directly schedule or add to existing appointments by using the
Schedule Appointments from To Be Scheduled option and the Direct Appointment
Scheduling/Rescheduling option.

On a regular monthly basis, use the Monthly Automated Scheduling option

to identify employee programs that have a Date Next Exam in the month you
specify for selection. The identified programs will be filed in the To Be
Scheduled file. The selection part of this option can only be run once for a
selected month.

For a clinic using a manual scheduling system, you will probably want to
review the To Be Scheduled file, or have it reviewed by the shops, before you

schedule appointments. Once appointments are scheduled for a month, you will
most likely want to run the Appointment List by Shop option for
distribution. This report will supplement the Appointment Notices which are
sent by the system ai discussed in the System Manager's Guide.

For a clinic using an automated scheduling system, the Clinic Assignment
Flag will specify that the system will either schedule appointments or
provide candidate appointments slots and the Personnel Requiring Exams list

for use by the shops.

If the system is to do the scheduling, the Monthly Automated Scheduling
option will schedule any programs that are in the To Be Scheduled file after
it does the selection of programs with a Date Next Exam in the selection
month. Once scheduling is completed, you should rerun a list of Personnel

5-1
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Requiring Exams. Employee entries may still be in the To Be Scheduled file

if the system could not schedule them for one of the following reasons:

o The Employee had more than one existing appointment already. p

o The programs include a program preference and the Clinic Program
Preference Flag indicates that preferred programs are to be
scheduled manually, i.e., directly.

o During the Month To Be Scheduled, there were not enough contiguous
available time slots to accommodate the length of the exams.

o Sufficient contiguous available time slots were found, but one of
the time slots was assigned a shift that did not match the

employee's shift.

" The employee had a preferred program and the Program Preference
Flag specified that the system is to do the scheduling, but the
system could not find an available time slot that matched the

employee's program preference with sufficient contiguous available

time slots that matched the employee's shift.

In any of these instances, you can schedule the appointments
directly. Or, for entries in the last three categories, you can use the
Generate Clinic Monthly Template option to modify the parameters on the
Month To Be Scheduled and then rerun the automated scheduling part of the 9
Monthly Automated Scheduling option. You can repeat this process as many
times as necessary. You can also rerun the Automated Monthly Scheduling

option whenever the To Be Scheduled file has entries.

Whenever you wish, you can review the schedule using the Appointment

List by Clinic option or review the available capacity using the overview
produced by the Monthly Automated Scheduling option. If the review
indicates there are major problems in the distribution of the appointments,
you can use the Monthly Schedule Kill and TBS Refile option. You can then
modify, or kill and rebuild, the month's blank schedule template using the

Generate Clinic Monthly Template option and ultimately rerun the Monthly

Automated Scheduling option.

For a Clinic with an automated scheduling system for which the Clinic
Assignment Flag indicates that shops are to be given blank time slots, the

procedure will be the same as if the system were doing the scheduling.
However, once you have a satisfactory appointment schedule, run the Monthly
Automated Scheduling option an additional time for the purpose of running

the Blank Time Slots Report and resetting the schedule. In other words,

N
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the system will actually do scheduling, but then it will print the
"appointments" as blank time slots that are available to the shop for
scheduling, move the "appointments" back to the To Be Scheduled file, and
print the Personnel Requiring Exams report. The shops will review the two

reports, assign employees to the blank time slots, and return the list to be
scheduled using the Schedule Appointments from To Be Scheduled option.

You can generate the Appointment List by Shop and Appointment List by
Clinic as desired using the corresponding options. You may want to produce a
clinic list at the beginning of the day for use in identifying walk-ins,
scheduled appointments, and missed appointments.

The Employee Medical Protocol option is used to generate a clinic day's
detailed exam protocols or the protocol for a selected employee appointment.
The primary purpose of the protocol report is to provide the physicians with
background data and a list of the items to be covered in an employee's
appointment. The protocol report will also be used to record time in, time
out, and exam results. Physicians may also wish to review the Medical Exam
Protocol for a selected Program or the overall Medical Exam List.

5.2 Enter/Edit Employees To Be Scheduled Option

This option allows you to add, modify, or delete an employee's program

from the To Be Scheduled file. If you are adding a new entry, any default
values are from existing enrollment data for that program and employee.
Figure 5-1 contains details on the prompt sequence for this option. In this

example, we are editing the lead program and adding the chromium program to

the To Be Scheduled file for Janet Jackson.

5.3 Generate Clinic Monthly Template Option

For clinics with automated scheduling systems, this option builds the
empty monthly schedule for the specified month. You must use this option to
build a month before the month starts, e.g., you can't build or rebuild
October 1986 after 11:59 p.m. on September 30, 1986. Figure 5-2 describes
the prompt sequence for this option. In this example, we are building the
November 1986 monthly schedule for Branch Clinic Mare Island and designating

holidays and administrative days. We then edit the template and change the
parameters for several time slots.
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EMPLOYEE: J
1 JACKSONJANET JACKSONJANET

F 567891 551111113 SHOP: 106 (MINS)
2 JONESJUDY JONESJUDY

F 433434 556789099 SHOP: 923 (MINS)
CHOOSE 1-': 4 JACKSONPJANET 1
JACKSONJANET DOB: SEP 29P1971 OCC: GS0690 INDUSTRIAL HYGIENE SHIFT: D
Select PROGRAM TO BE SCHEDULED: ?
ANSWER WITH PROGRAM TO BE SCHEDULED

LEAD
RESPIRATORY PROTECTION 2
YOU MAY ENTER A NEW FROGOAM TO BE SCHEDULED9 IF YOU WISH

ANSWER WITH MEDICAL PROGRAM NAME
DO YOU WANT THE ENTIRE 26-ENTRY MEDICAL PROGRAM LIST?-.
Select PROGRAM TO BE SCHEDULEI: LEAD 04

...OK? YES// (YES)

WARNING: This Esplovee needs an ex<POsure related ex:am for this Progran,

PROGRAM TO BE SCHEDULED: LEAD//__
ENROLLMENT TYPE: PERSONAL//
REEXAM FREQUENCY: 0/1 6
REASON FOR EXAM: OCCUPATIONAL EXPOSURE//-
EXAM TYPE: BASELINE//-
Select PROGRAM TO BE SCHEDULED: CHROMIUM 08

...OK? YES// - (YES)
PROGRAM TO BE SCHEDULED: CHROMIUM'/.
ENROLLMENT TYPE: 3//...- PERSONAL 0
REEXAM FREQUENCY: O0//..
REASON FOR EXAM: OCCUPATIONAL EXPOSURE//-
EXAM TYPE: B// - PASELINE
Select PROGRAM TO BE SCHEDULED:.

EMPLOYEE:-

FIGURE 5-1

ENTER/EDIT EMPLOYEES TO BE SCHEDULED

5-4 0
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NOTES ON ENTER/EDIT EMPLOYEES TO BE SCHEDULED OPTION

1. We are doing an employee lookup (Primer, Section 7.3). 6

2. These are the existing program encries for the employee (Primer, Section

8.3).

3. Notice chat we were noc asked if we wanted co add this new multiple
encry. You can use chis prompt to delece the entry if it is an error
(Primer, Section 8.3.3).

4. The default is in the internal FileMan format. The system responded to
our null entry with the translation value.

4

5 I.
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( Select CLINIC: MARE BRANCH CLINIC MARE ISLAND
Do vou want to edit an existing template? Y//N

NEXT MONTH TO BE SCHEDULED: NOV 1986//

Do vou want to kill and rebuild a template for the selected month? N//Y()

..,BUILDING MONDAY 11/03/1986

...BUILDING TUESDAY 11/04/1986

...BUILDING WEDNESDAY 11/05/1986

...BUILDING THURSDAY 11/06/1986

...BUILDING FRIDAY 11/07/1986

...BUILDING MONDAY 11/10/1986

...BUILDING TUESDAY 11/11/1986

...BUILDING WEDNESDAY 11/12/1986

...BUILDING THURSDAY 11/13/1986

...BUILDING FRIDAY 11/14/1986

...BUILDING MONDAY 11/17/1986
*..BUILDING TUESDAY 11/18/1986
...BUILDING WEDNESDAY 11/19/1986
...BUILDING THURSDAY 11/20/1986
..*BUILDING FRIDAY 11/21/1986
...BUILDING MONDAY 11/24/1986
...BUILDING TUESDAY 11/25/1986
... BUILDING WEDNESDAY 11/26/1986
...)UILDING THURSDAY 11/27/1986 I

...BUILDING FRIDAY 11/28/1986
To Displav Appointment Grid Enter START DATE:
Select DATE SCHEDULED: 11/10 NOV 10P 1986
CLINIC, HOLIDAY OR ADMIN DAY?: CLINIC IN SESSION

// HOLIDAY
To Displav A pointment Grid Enter START DATE:-
Select DATE SCHEDULED: 1111 NOV 17P 1986
CLINIC, HOLIDAY OR ADMIN DAY?: CLINIC IN SESSION//

Select TIME SLOT START TIME: Q 0
To Displav Appointment Grid Enter START DATE:-..
Select DATE SCHEDULED: 11/2 NOV 2P 1986 ??
Select DATE SCHEDULED: 11/27 NOV 27P 1986
CLINICt HOLIDAY OR ADMIN DAY?: CLINIC IN SESSION

// HOLIDAY
To Displav Appoirtment Grid Enter START DATE:-.
Select DATE SCHEDULED: 11/28 NOV 28, 1986
CLINIC, HOLIDAY OR ADMIN DAY?: CLINIC IN SESSION

// ADMINISTRATIVE DAY
To Displav Appointme,,t Grid Enter START DATE:-
Select DATE SCHEDULE'.

FIGURE 5-2

GENERATE CLINIC MONTHLY TEMPLATE
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Select CLINIC: URE BRANCH CLINIC MARE ISLAND

Do you want to edit an existini template? Y//_

To DisPlaY Appointment Grid Enter START DATE:.
Select DATE SCHEDULED: 11/17 NOV 179 1986

CLINIC, HOLIDAY OR ADMIN DAY?: CLINIC IN SESSION

Select TIME SLOT START TIME:
Select TIME SLOT START TIME: ;
Enter the time in one of the followins formats:

7 At 7A, 7:15 As 7:15A, 7 PP 7P, 7:ISP, 7:15PM
between 6 and 12 are assumed to be AM
between 12:01 and 5:59 are assumed to be PM. if A or P is not entered

ANSWER WITH TIME SLOT START TIME
DO YOU WANT THE ENTIRE 36-ENTRY TIME SLOT START TIME LIST?...
Select TIME SLOT START TIME: 7
CLINIC, HOLIDAY OR ADMIN TIME': CLINIC IN SESSION

CAPACITY: 2//
PROGRAM PREFERENCE: LEAD//
SHIFT: DAY// J

SURE YOU WANT TO DELETE? L.. (YES)
Select TIME SLOT START TIME: 7:15
CLINIC# HOLIDAY OR ADMIN TIMEI: CLINIC IN SESSION

CAPACITY: 2// ,
PROGRAM PREFERENCE: LEAD//..
SHIFT: DAY//

SURE IOU WANT TO DELETE' .1 (YES)
Select TIME SLOT START TIME: 2Z
CLINIC, HOLIDAY OR ADMIN TIME?: CLINIC IN SESSION

CAPACITY: 2/I
PROGRAM PREFERENCE: LEAD//_
SHIFT: DAY// 1.

SURE YOU WANT TO DELETE? I (YES)
Select TIME SLOT START TIME: U2i
CLINIC, HOLIDAY OR ADMIN TIME?: CLINIC IN SESSION/l~

CAPACITY: 2// 4
FROGRAM PREFERENCE: LEAD//_
SHIFT: DAY/II.

SURE YOU WANT TO DELETE? . (YES)
Select TIME SLOT START TIME:-
To Displaw Appointment Grid Enter START DATE:..

Select DATE SCHEDULED: 11/4 NOV 4, 1996
CLINIC. HOLIDAY OR ADMIN DAYI: CLINIC IN SESSION

Select TIME SLOT START TIME: ]

CLINIC, HOLIDAY OR ADMIN TIME?: CLINIC IN SESSION
// ADMINISTRATIVE TIME

Select TIME SLOT START TIME:
Select TIME SLOT START TIME: 1 .
CLiNIC, HOLIDAY OR ADMIN TIME?: CLINIC IN SESSION

// hDMINISTRATIVE TIME
Select ;IME SL:T START TIME: .JL
CLINIC, HOLIDAY OR ADMIN TIME?: CLINIC IN SESSION

// kDMINISTRATIVE TIME
Select TIME SLOT START TIME: LW ±
CLINICt HOLIDAY OR ALAIN TIME?: CLINIC IN SESSION

II ADMINISTRATIVE TIME
Select TIME TLOT START TIME:_
To Displaw Appointment Grid Enter START DATE: 11/1 (NOV 1, 1986)
ENTER STOP DATE: LAST//-,.
START TIME: FIRST//-.
STOP TIME: LAST/I/-..

DEVICE:.j RIGHT MARGIN: 132/- "

FIGURE 5-2

GENERATE CLINIC MONTHLY TEMPLATE

(Continued)
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APPOINTMENT CAPACITY 641D

DATE/T?1 700 t00 900 1000 1100 1200 1300 1400 1500
11/03 m 2004 2004 20 20 0 20 2D 20 4E

:15 "004 200 20 20 0 20 20 2D 4E
:30 2004 2D 20 20 0 20 20 20 41
:45 2004 20YJ20 29 a 20 20 4[ 4E

11/04 TU 20 20 20 2D 0 20 40 40 SAE
:15 20 20 20 20 0 20 40 40 SA

:30 20 20 20 20 0 20 40 40 SAE
:45 20 20 2D 20 0 20 40 4f SAE

11/05 w 20 20 20 20 0 20 40 4D 4E
:15 20 21 20 20 0 20 40 40 4E
:30 20 20 20 20 0 20 40 40 4,
:45 20 20 20 20 0 20 40 4E 4E

11/06 TH 20 20 20 2D 0 20 40 40 4E
:15 20 20 2D 20 0 20 40 40 4E
:30 20 20 29 20 0 2D 40 40 41
:45 20 20 20 20 0 20 4D 4E 41

11/07 F 204 204 2004 20 0 20 40 40 4f
:15 2004 2004 2D 20 0 20 40 4D 4E
:30 204 2004 20 20 0 20 40 40 41
:45 2D04 2004 20 20 0/, 2D 40 4E 4E

11/10 N S$8s318OLIDAtSt$It$ 9
11/11 TU 20 20 20 20 00 20 40 40 4E

:15 20 20 20 2D 0 20 4D 40 4E
:30 20 20 2D 2D 0 2D 40 40 41
:45 20 20 2D 2D 0 20 40 41 41

11/12 W 20 20 20 20 0 20 40 40 41
:15 20 2D 20 20 0 20 40 40 41
:30 20 20 20 2D 0 20 40 40 4E
:45 20 20 20 20 0 20 40 4E 41

11/13 TM 20 20 20 20 0 20 40 40 41
:15 20 20 2D 2D 0 2D 40 40 41
:30 20 20 20 20 0 20 40 40 4E
:45 20 2D 20 20 0 20 40 4E 41

11/14 F 2004 2004 2004 20 0 2D 40 40 41
:15 2004 2004 20 20 0 20 40 AD 4E
:30 2004 2004 20 20 0 2D 40 40 41
:45 2004 7'04 20 20 0 20 40 4E 41

11/17 K 4 04 4 20 20 0 20 20 20 41
:15 4 04 204 'D 20 0 20 20 20 41
:30 4 04 2D 20 20 0 20 20 20 41
:45 4 04 20 20 20 0 20 20 4E 4E

11/18 YU 2D 20 20 20 0 20 40 40 4E
:15 20 20 20 20 0 2D 40 40 41
:30 20 20 20 21 0 20 40 40 4E
:45 20 20 20 20 0 20 40 41 41

11/19 V 20 20 20 20 0 2D 40 40 4E
:15 2D 20 2D 2D 0 2D 40 40 41
:30 20 20 20 20 0 20 4D 40 41
:45 2D 20 20 20 0 20 40 41 4E

11/20 TH 20 20 20 20 0 20 40 40 4f
:15 20 20 20 20 0 20 40 40 4f
:30 20 20 20 20 0 20 40 40 41
:45 201 20 201 20 0 20 40 41 41

11/21 r 2004 2004 2004 20 0 20 40 40 41
:13 204 2004 2D 20 0 20 40 40 4E
:30 2004 204 20 20 0 20 40 40 4E
:45 2004 2004 20 20 0 20 40 41 41

11/24 N 2D04 2004 20 20 0 20 20 20 41
:15 2004 204 20 20 0 20 20 20 41
:30 2004 20 20 20 0 20 20 20 41
:45 2004 20 20 20 0 20 20 41 41 .

APPOIMTMENT CAPACITY SAID -

DT(/TI( 700 to0 900 1000 1100 1200 1300 1400 1500
11/23 TU 20 23 20 20 0 20 40 40 41

:15 20 20 20 29 0 20 40 40 4E
.30 23 29 20 20 0 20 40 40 41 '
:45 29 20 29 20 0 20 40 4E 41

11/26 V 20 20 20 23 0 20 40 40 4E
:Is 20 20 20 23 0 2D 40 40 4E
:10 20 23 20 23 0 20 40 40 4E

:45 20 2D 20 2D 0 20 4D 41 41 E-
11/27 TH SIl 18l M OI ItI ISS31
11/2% F 3tlIIA RMIMISTIATIV OAYS$$$ % .

( Select DAT1 SCMEDULD: FGR P

•FIGURE 5-2 0

GENERATE CLINIC MONTHLY TEMPLATE

(Concluded)
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NOTES ON GENERATE CLINIC MONTHLY TEMPLATE OPTION

I. Say "N" when you want to build a new monthly template or kill an old

one and rebuild it.

2. This must be a future month.

3. If this month didn't already have a template, we would have been asked
if we wanted to build a template. You cannot kill and rebuild a
template that has appointments scheduled. On a kill, the system
pauses for a long time while it kills the old information, so be
patient.

4. The system automatically uses the generic weekly schedule from the

clinic record and creates appropriate days and dates.
S

5. The system will pause briefly here to change the information for the
day if it is made a holiday or administrative day.

6. We were asked for a time slot because the date has "clinic in
session." Do not enter leading zeroes.

7. Only existing template dates are valid.

8. Only existing template time slot start times are valid.

9. The Appointment Grid allows you to review the Clinic Schedule as set

up for a specified date and time span. Each time slot tells the
capacity, shift, and program preference. In this example, at 7:00 on
Monday, November 3, 1986, the Clinic can have two people in for

examination. The people should work on the day shift. People with an
exam due for the Lead program (code 04) will be given preference in
this time slot. The next line down describes the 7:15 time slot. The
next column over describes the 8:00 time slot. An "*A" indicates B
Administrative time; "*H" would be used for holiday time.

5-9
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5.4 Direct Appointment Scheduling/Rescheduling Option

This option is used whenever you are scheduling an appointment without
using the To Be Scheduled entries. You also use it co modify an
appointment's date or time without cancelling the appointment, or to edir any
other appointment data. For example, you can add, edit, or delete programs
in an appointment. A change to the date, time, or programs included in an
appointment will result in the system sending a new appointment notice. If
you add a new program, the default values are from the existing enrollment
data for that employee and program. Figure 5-3 outlines this option's prompt
sequence. In this example, we are scheduling an appointment for Janet
Jackson on October 9, 1986, despite there being no available capacity at the
selected times.

5.5 Schedule Appointments from To Be Scheduled Option

This option allows you to schedule appointments or add to existing
appointments using programs in the To Be Scheduled file. You can process To
Be Scheduled entries in the order in which they occur in the file, or by
selecting a specific employee. Figure 5-4 describes a typical prompt
sequence for this option. In this example, we are adding To Be Scheduled
programs onto an existing appointment for Janet Jackson.

5.6 Monthly Automated Scheduling Option

Use of this option varies depending on the clinic scheduling system.
For a clinic using a manual scheduling system, use this option once each
month to select the enrollment programs that have a Date Next Exam in the
month being selected.

For a clinic using an automated scheduling system with the filled time
sloC option, use this option at least once a month to select enrollment
programs and schedule any programs in the To Be Scheduled file. You can
later rerun the option to do more scheduling.

For a clinic with an automated scheduling system and the blank time sloc
option, use this option to do the monthly selection, preliminary scheduling,
and finally to generate the reports used by shops in scheduling and move the
preliminary appointments back to the To Be Scheduled file.

5-10
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Select CLINIC: MARE BRANCH CLINIC MARE ISLAND

EMPLOYEE: JAJ JACKSONJANET
F 567991 551111113 SHOP: 106 (MINS)

...OK? YES//.. (YES)
JACKSONJANET DOB: SEP 2991971 OCC: GS0690 INDUSTRIAL HYGIENE SHIFT: D
WARNING: This emplovee has exams in the TO BE SCHEDULED file

ARE YOU ADDING A NEW MEDICAL APPOINTMENT? Y (YES) Q
DATE SCHEDULED: T (OCT 9, 1986) 27
TIME SCHEDULED: 1100 0
PRIMARY REASON FOR VISIT: OCCUPATIONAl EXPOSURE
VISIT FOLLOWUP FLAG:.
Select MEDICAL PROGRAM SCHEDULED: JAD 04

...OK? YES//.- (YES)
MEDICAL PROGRAM SCHEDULED: LEAD//
ENROLLMENT TYPE: 3//.. PERSONAL
REEXAM FREGUENCY: 0//-
REASON FOR EXAM: OCCUPATIONAL EXPOSURE//
EXAM TYPE: B// - BASELINE
EXAM FOLLOWUP FLAG:.
Select MEDICAL PROGRAM SCHEDULED:%;
END OF APPOINTMENT: 1115//_ G

DATE/TIME 1100 APPOINTMENT AVAILABLE CAPACITY GRID

10/09 TH 0
:15 0
:30 0
:45 0

Do You want to schedule for these time slots anywav? N//11
...SORRY# JUST A MOMENT PLEASE...

EMPLOYEE:-

FIGURE 5-3'

DIRECT APPOINTMENT SCHEDULE/RESCHEDULE
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NOTES ON DIRECT APPOINTMENT SCHEDULE/RESCHEDULE OPTION

1. Since the employee does not already have appointments scheduled, we -

are being asked if we want to create an appointment. If there are
appointments, you will be asked to select one. You will be asked if
you want co add one only if you don't select an existing appointment.

Once you add an appointment, you can only get rid of ic by

rescheduling it or cancelling ic.

2. In an automated scheduling system, this dace must be in the schedule
template. Under any system, it must be a current or future dace.

3. In an automated scheduling system, this time must be in the schedule

template for the specified dace.

4. The syscem calculates the estimated time the appointmenc will end,
using the program exam lengths from the Medical Program file and
presents the calculated time as the default. You can accept the

default or change ic as you wish. If the clinic uses an automated

scheduling system, the end of appointment must be a valid time sloc
scarc cime, or the end of the clinic day. The system calculated

default may not meet these criteria, in which case you will have co
change the default.

5. Under an automated scheduling system, if che time slocs covered by the
appointment do noc have sufficient capacity left for another
appointment or specify a shift chat does not match the employee's

shift, the system shows you the cemplace for the time covered and asks
ic you want to book che appointment anyway. If you say "N" to the

booking, the original dace and times will be restored, buc any ocher

changes made, such as adding a program, will be kept. A warning
message will appear if the appointment includes a time sloc with a
program preference which is not one of the appointment programs.
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Select CLINIC: MARE BRANCH CLINIC MARE ISLAND
Do wou wish to select records for a sPecific EMPLOYEE (E)

or Process the next employee record (N)?: N// E

EMPLOYEE: 4L_4 JACKSONJANET
F 567891 551111113 SHOP: 106 (HINS)

...OK? YES/- (YES)
JACKSONJANET DOB: SEP 29,1971 OCC: 650690 INDUSTRIAL HYGIENE SHIFT: D
DEVICE:- RIGHT MARGIN: SO//_

EMPLOYEES REQUIRING EXAMS OCT 991986 15:09 PAGE I
NAME SSN BADGE SHIFT BIRTHDATE

OCCUP JOB TITLE
AGENCY SHOP

--------------------------------------------------------------------------------

JACKSONJANET 551111113 567891 DAY SEP 29,1971
GS0690 INDUSTRIAL HYGIENE
MINS 106

08 CHROMIUM
DATE LAST: DATE NEXT: SEP 29,1986 REEXAM: 0
ENROLL: PERSONAL LENGTH: 15 EXAM: BASELINE INIT/FOL:
REASON: OCCUPATIONAL EXPOSURE

04 LEAD
DATE LAST: AUG 29,1986 DATE NEXT: REEXAM: 6
ENROLL: PERSONAL LENGTH: 15 EXAM: BASELINE INIT/FOL: INITIAL
REASON: OCCUPATIONAL EXPOSURE

40 RESPIRATORY PROTECTION
DATE LAST: AUG 29'1986 DATE NEXT: JUL 28,1986 REEXAM: 0
ENROLL: PERSONAL LENGTH: 15 EXAM: BASELINE INHT/FOL: INITIAL
REASON: OCCUPATIONAL EXPOSURE

Select from the following if wou want to add these Programs
to a current Appointment: 10-09-86 at 1IO00OCCUPATIONAL EXFOSUF.E

04 LEAD...OK? YES//- (YES) _'

END OF APPOINTMENT: 1145//_ 0
APPOINTMENT AVAILABLE CAPACITY GRID

DATE/TIME 1100
10/09 TH -1

:15 0
:30 0
:45 0

Do wou want to schedule for these time slots anwa? NI1

EMPLOYEE:.- - FIGURE 5-4

SCHEDULE APPOINTMENTS FROM TO BE SCHEDULED
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NOTES ON SCHEDULE APPOINTMENTS FROM TO BE SCHEDULED OPTION

1. Since there is one existing appointment, we are given the opportunity

to add to it. You can set up a new appointment by not selecting an

existing one and saying you want to add an appointment.

2. The system adjusts the end of the current appointment to accommodate

the addicional time needed for programs in the To Be Scheduled file

that are not already in the current appointment.

3. The only difference between this and the prompting under the Direct

Appointment ScheduLe/Reschedule Option is that the programs in the To

Be Scheduled file will only be added to the appointment if no problem

is found or if you tell the system to schedule the appointment

anyway. If the existing appointment includes one of the programs that

is in the To Be Scheduled file, the old appointment program entry will

be replaced when the programs are moved to the appointment. The

system will delete the To Be Scheduled entries if you schedule them in

an appointment.

(5-14
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This option cannot be used while anyone is using the Employee, Clinic,

or Medical Appointment files. Figure 5-5 describes typical prompt sequences
for this option. In this example, we do selection for Branch Clinic Treasure
Island which has a manual scheduling system. For Branch Clinic North Island,
which nas automated scheduling with the filled time slot option, we do V
selection and one scheduling run. For Branch Clinic Mare Island, which has
automated scheduling with the blank time slot option, we have already done
the selection and scheduling, so we run the reports and reset the schedule.

5.7 Monthly Schedule Kill and TBS Refile Option

For clinics using an automated scheduling system, you may occasionally
need to use this option if the schedule for a month has problems that require
major changes to the schedule template. The prompt sequence is similar to
the Automated Monthly Scheduling option prompt sequence. The first device
prompt pertains to the schedule grid for the clinic during the month in
question. The latter device prompt is for the device on which the option
will be run. See Figure 5-5, Notes 2 and 3, for additonal information.

5.8 Scheduling Output Options

Table 5-I lists all the options which produce reports under the
Scheduling Process; the prompt sequences for these options are self-
explanatory. See the Primer, Section 9.3, for information on responding to
sort field prompts.

Q
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Select CLINIC: TDC BRANCH CLINIC TREASURE ISLAND
NEXT MONTH TO BE SELECTED: 10/8 (OCT 1986)

CLINIC PARAMETERS OCT 9t1986 15:10 PAGE 1

CLINIC: BRANCH CLINIC TREASURE ISLAND (TIBC)
PROGRAM PREFERENCE:
SCHEDULING TYPE: MANUAL SCHEDULING
CLINIC ASSIGNMENT:
START: END: LENGTH:
NEXT SELECTED: OCT 86 J NEXT SCHEDULEW: JAN 87
PROGRAM PREFERENCE:

Enter 'RETURN' to continue_
Are wou sure these Parameters are correct? N/ 0

DEVICE: A RIGHT MARGIN: 132/1 Q-
REQUESTED TIME TO PRINT: NOW//_ )
REQUEST QUEUED!

Select CLINIC: BRANCH CLINIC NORTH ISLAND
NEXT MONTH TO BE SELECTED: It/ (NOV 1986)
NEXT MONTH TO BE SCHEDULED: NOV 1986//. 0

CLINIC PARAMETERS OCT 10,P186 16:28 PAGE 1
----------------------------- --------------------------------------------------

CLINIC: BRANCH CLINIC NORTH ISLAND (BCNI)
PROGRAM PREFERENCE: AUTOMATIC
SCHEDULING TYPE: AUTOMATED SCHEDULING
CLINIC ASSIGNMENT: FILLED TIME SLOTS (AUTOMATED)
START: 700 END: 1400 LENGTH: 30 MINUTES
NEXT SELECTED: NOV 86 NEXT SCHEDULED: NOV 96
PROGRAM PREFERENCE: 47 WELDERS EXAM

Enter 'RETURN' to continue..
DEVICE:_ RIGHT MARGIN: 132// C

FIGURE 5-5

MONTHLY AUTOMATED SCHEDULING
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APPOINTMENT AWAILAILE CAPACITY RlID

gATE/TZM( 700 00 900 1000 1100 1200 1300 r
i0li K 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/04 TV2 2 2 2 2 2 2

'30 2 2 2 2 2 2 2
11/0S ¥ 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/06 TN 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/07 F 2 2 2 2 2 2 2

:36 2 2 2 2 2 2 2
11/10 N 2 2 2 2 2 2 2

$30 2 2 2 2 2 2 2
11/11 TV ISSSIHOLIDAT$1 8I
11/12 V 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/13 TN 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/14 F 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/17 N 2 2 2 2 2 2 2

230 2 2 2 2 2
11/11 TV 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/1W 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/20 TH 2 2 2 2 2 2 *2

:30 2 2 2 2 7 2 2
11/21 r 2 2 2 2 2 2 2

'30 2 2 2 2 2 2 2
11/24 N 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/23 TU 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/26 U 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
11/27 TH R$1$1HOLIDAISI lIR
11/28 F 2 2 2 2 2 2 2

:30 2 2 2 2 2 2 2
Are geo sure these perafeters e, coetct' 01/ -
SEViCt: A RIGHT MARGIN: 132//.,_

REQUESTED TINE TO PAINTI *O11/I
REQUEST OUEUEBI

Select CLINIC: WCff #RANCH CLINIC NORTH ISLAND
NEXT MONTH TO IE SELECTED: NOV 1,86/l.
Nonthly selectton for schedu~lin has been done for the selected onath.
Do wou wint to aike a second autooitd schedulins fun

9 
N/t (

Select CLINIC: fbE SRANCH CLINIC RARE ISLAND
NEXT MONTH TO SE SELECTED: DEC 1,1994/1 11/" (NOV 1936)
Monthlv selection for schedulne has bee none for the selected eonth.

Do you vent to make a second outomated schedullns run? M//1
NEXT MONTH TO SE SCHEDULED: NOV 1teo1/_

CLINIC PARAMETERI OCT 10,1986 :6:52 PAGE I

CLINIC: $RANCH CLINIC MARE ISLAND (RARE)
tROGRAM PtEFtRENCE: AUTOMATIC
SCMEDULtNO TTPE: AUTOMATED SCNOULINS
CLINIC ASSIGNMENT: BLANK TIME SLOTS (AUTOMATED)
START: 700 END: 1600 LENGTH: IS MINUTES
NElT SELECTED: NOV 86 NEXT SCHEDULED: NOV 86
PROGRAM PREFERMCEI 04 LEAD

Inter 'RETURN' to continue-
DEVICE: j RIGHT MARGIN: 132// 132

FIGURE 5-5

MONTHLY AUTOMATED SCHEDULING
(Continued)
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APPOINTMNT AVAILAILE CAPACITY SIPl
DATTIN 700 S00 900 1000 1100 1200 1300 1400 1300
11/03 A 2004 2004 23 20 0 20 20 20 41

:13 204 2004 21 20 0 20 20 20 4E
:30 2004 23 20 20 0 23 20 23 41
:45 2304 20 23 20 0 20 20 41 4E

11/04 TU 20 23 20 23 0 20 40 40 SAE
:1S 23 23 23 21 0 20 43 40 SAE
:30 2D 23 23 20 0 20 40 43 SAE
145 20 23 23 23 0 20 40 41 RAE

11/053 23 20 20 23 0 20 40 40 41
its 23 20 23 23 0 20 40 40 41
:30 20 20 23 20 0 20 43 40 41
445 23 20 20 20 0 20 40 4f 41

11/06 TN 20 23 20 20 0 20 49 43 41
:is 22 20 23 23 0 20 40 40 41
:30 20 23 20 23 0 20 40 40 4E
:45 23 23 23 23 0 20 40 4E 4E

11/07 F 2D04 2004 2004 23 0 20 40 40 41
:15 204 2004 23 20 0 20 40 43 41
:30 2304 2304 20 20 0 20 40 40 4E
!45 2004 204 20 20 0 23 43 4E 4E

i/to N SIZSINHOLIDAY4IZIII
11/11 TU 20 23 23 20 0 23 4D 40 4E

115 29 20 20 23 0 2D 40 43 41
:30 20 20 23 20 0 20 43 40 41
:43 23 23 23 23 0 20 40 41 4E

11/12 9 20 23 23 20 0 2D 40 40 4E
:15 20 23 23 23 0 20 40 43 41
:30 20 23 23 20 0 23 4D 40 41
:45 23 23 23 23 0 20 43 41 41

11/13 TH 23 23 23 23 0 2D 40 49 4f
:1 20 23 23 23 0 2D 40 40 41
:30 20 23 20 20 0 20 40 40 41
145 23 20 23 20 0 20 40 4E 41

11/14 F 2304 2004 2304 23 0 23 40 40 41
:13 2004 2004 23 23 0 20 43 40 41
:30 2004 2004 20 23 0 20 43 40 41
:43 2104 2304 20 2D 0 23 43 41 41

11/17 N A 04 2004 23 20 0 23 23 23 41
:15 4 04 2.04 20 2 0 23 20 23 4E
:30 4 04 23 23 20 0 23 20 20 4E
:45 4 04 23 20 20 0 20 20 41 41

11/1S TU 20 20 23 20 0 20 40 40 41
115 23 20 23 23 S 20 40 40 41
:30 73 2D 23 23 0 20 40 40 41
:45 20 29 23 23 0 20 40 41 41

11/19 W 20 23 29 20 0 20 40 43 41
:13 20 23 29 20 0 23 40 40 41
:30 23 20 20 23 0 20 40 40 41
:45 23 20 23 20 0 23 40 4E 4E

11/20 T14 23 23 23 20 0 23 40 43 4E
:1 20 23 23 23 0 23 40 43 41
:30 20 23 20 20 0 23 43 4D 41
:45 20 29 23 23 0 23 40 41 41

11/21 F 2304 2304 2004 23 0 20 43 40 41
:15 2004 2304 23 23 0 23 40 40 4f
:30 2004 2004 20 23 0 20 40 40 41
:43 2304 2304 23 23 0 23 43 4E 4E

11/24 N 2304 204 23 20 0 23 23 29 41
:15 2004 2304 23 23 0 23 20 20 41
:30 204 23 23 23 0 23 20 20 4E
:45 2304 20 23 23 0 20 20 4f 4E

APPOINTMENT AVAILABLE CAPACITY 631D
DAI/TlI 700 30 900 1000 1100 1200 1300 1400 1500
11/2% TU 23 20 23 23 0 23 43 4 41

:15 23 29 23 20 0 23 43 40 41
:30 23 20 20 23 0 20 40 43 41
:45 23 23 20 23 0 20 40 4E 41

11/26 V 23 20 23 23 " 0 29 40 43 41
:is 23 23 23 2 0 , 23 40 43 41
:30 23 23 20 20 0 20 40 40 41
:43 23 20 20 23 0 20 49 4E 41

11/27 T SllIIlHOLZ3TIIIIII
11/23 F I,1llAlM1N:STRATIV[ DAY111tas

DEVICE; A RIGHT P*4IN: 122//

R(EQUSTED TIME TO PRINT: NOV//-REQUEST OU(U[ll

SCO~t? DUUCI!FIGURE 5-5

MONTHLY AUTOMATED SCHEDULING
(Continued)
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Select CLINIC: -_BRANCH CLINIC MARE ISLAND

NEXT MONTH TO BE SELECTED: DEC 1#1986// 11/86 (NOV 1986)

Monthlw selection for scheduling has been done for the selected month.

Do You want to make a second automated scheduling run? N/i_
Do You want to run the Blank Slot reports and reset the schedule? N1i Y.

NEXT MONTH TO BE SCHEDULED: NOV 1986//- (D

CLINIC PARAMETERS OCT 101986 16:56 PAGE 1

CLINIC: BRANCH CLINIC MARE ISLAND (MARE) -

PROGRAM PREFERENCE: AUTOMATIC
SCHEDULING TYPE: AUTOMATED SCHEDULING
CLINIC ASSIGNMENT: BLANK TIME SLOTS (AUTOMATED)
START: 700 END: 1600 LENGTH: 15 MINUTES
NEXT SELECTED: NOV 86 NEXT SCHEDULED: NOV 86
PROGRAM PREFERENCE: 04 LEAD

Enter 'RETURN' to continue_
DEVICE: A RIGHT MARGIN: 132//_

FIGURE 5-5

MONTHLY AUTOMATED SCHEDULING

(Continued)
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APPOINTMENT AY&ILAILE CAPACITT GRID
36?1/7109 700 g00 900 1000 1100 1200 1300 1400 1500
11/03 A 2304 2004 20 23 0 20 20 20 41

:1s 2004 2004 23 20 0 20 20 20 41
:30 2004 29 23 20 0 20 20 20 41
:45 2304 23 2D 23 0 20 23 4f 41

11/04 TU 23 23 23 20 0 20 40 40 $A[
:Is 21 20 20 23 0 20 40 40 SAC
:30 23 20 23 29 0 20 40 40 SAE
:45 23 23 29 23 0 20 40 41 SAE

11/35 W 23 23 23 20 0 20 40 43 41
:Is 29 23 20 23 0 20 40 40 4E
:30 20 20 20 20 0 20 40 40 41
:45 20 20 20 20 0 20 40 41 41

11/06 IN 23 20 2D 2D 0 23 43 40 41
:15 23 23 20 20 0 23 40 40 41
:30 29 20 20 20 0 20 40 40 41
:45 20 23 23 23 0 20 40 41 41

11/07 F 2304 2004 2004 23 0 20 40 40 41
115 2004 2004 23 23 0 20 43 40 41
.30 2004 2304 23 2D 0 20 40 40 4E
14S 2004 204 20 2D 0 20 40 4E 4E

11/10 8 I33SSSMOLIDAYISSS
11/11 TU 20 20 23 20 0 20 40 40 41

:15 23 20 20 20 0 20 40 40 4E
:30 23 21 20 23 0 23 40 40 41
:45 23 20 23 20 0 20 40 41 41

11/12 V 20 23 20 23 0 20 40 40 4E
:15 23 20 29 20 0 20 40 40 4E
:30 29 23 20 23 0 20 40 40 4E
:43 29 20 23 20 0 20 40 41 4E

11/13 TN 23 20 23 20 3 20 40 40 41
:15 23 20 20 20 0 20 40 40 41
:30 23 23 2D 20 0 20 40 40 4E
:45 23 20 20 20 0 20 40 41 4E

11/14 F 2004 2004 2004 20 0 20 43 40 4E
:13 2004 2004 20 20 0 20 40 40 4f
:30 2004 2304 20 20 0 20 40 40 41
:45 2004 2004 23 20 0 23 40 4E 4E

11117 N 0 04 2004 23 20 0 23 20 2 41 E
.15 0 04 2004 20 23 0 20 20 20 41
:30 0 04 20 23 23 0 20 20 20 41
:45 2 04 20 23 20 0 23 20 41 41

11/10 TV 23 23 20 20 0 20 40 40 4[
:15 23 20 20 20 0 20 40 43 41
:30 23 23 20 23 0 20 43 40 41
:45 23 20 20 20 0 20 40 41 4E

11/19 V 20 23 20 2D 0 20 40 40 41
:15 20 20 20 20 0 20 40 40 41
:30 23 20 23 20 0 20 40 40 41
:45 23 20 29 2D 0 20 40 4E 4E

11/20 TM 20 20 20 20 0 20 40 40 41
:15 20 20 20 20 0 20 40 40 4E
:30 20 20 20 23 0 20 40 4 4E
:45 20 20 20 20 0 20 4D 41 41

11/21 F 2004 2004 2004 23 0 20 40 43 41
:15 204 2D04 20 20 0 20 40 43 41
:30 2004 2004 23 23 0 20 40 40 41
:45 2304 2004 20 20 0 20 43 41 41

11/24 N 2004 2304 23 23 0 20 2D 23 41
:15 2304 2304 23 23 0 20 29 23 41
:30 2004 20 23 23 0 20 20 20 41
:45 2304 23 20 20 0 20 23 41 41

APPOINTMENT AVAILAILE CAPACITY GID
D*AT/TIME 700 0*0 900 1000 1100 1200 1300 1400 1500
11/25 TO 23 23 20 23 0 23 43 40 4E

:is 23 20 23 20 0 20 40 43 41
:30 23 23 23 20 0 20 43 40 41
:45 23 23 23 23 0 20 43 41 41

11/26 U 23 23 23 23 0 23 40 40 4E .-.

:15 3 2 3 23 i 23 0 2B 43 43 A1
13023 23 23 23 0 23 40 43 41
145 23 23 23 23 0 23 43 41 41

11/27 TN ISISISIOLIDAYIISll
11/20 F lllll2|IANSTRATIVC DATISIhSl
Are vOg sure th'ese ,.e.ters are eourret? 0// 7
DEVICE: A RISTM? ARgIw: 132/- 12\

REQuEST TufUE1 FIGURE 5-5

MONTHLY AUTOMATED SCHEDULING

(Concluded)
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NOTES ON MONTHLY AUTOMATED SCHEDULING OPTION

I. Since this is a manual scheduling system, the only parameter you have

to verify is the Next Month to be Selected.

2. This is the device on which the selection step will be run.
Processing will take place when the device you specify is available to

the system. Therefore, if you select the device you are on, you will

have to log off before the processing will actually happen.

3. The system will run the job at the date and time you specify, or as
soon thereafter as possible. If the job does not run as scheduled,
contact your supervisor or System Manager.

4. Since this clinic uses an automated scheduling system, we are asked

for the month in which to schedule the appointments.

5. You should check all parameters for an automated scheduling system.

6. This is the device prompt for the display of the available capacity
grid (Primer, Section 9.2).

7. Since the parameters are correct, we have answered "Y". If they are
not correct, you can use the Generate Monthly Template option to
modify the schedule capacity, or call your supervisor or System
Manager to change the clinic parameters.

8. This is the device on which the selection and scheduling steps will be
run. (Notes 2 and 3, above)

9. If you wish to have the system schedule the entries in the To Be
Scheduled file, answer "Y". The prompt sequence would then continue
by asking for the Next Month to be Scheduled, displaying the clinic
parameters, asking if the parameters are correct, and prompting for
the device.

10. In this case, the clinic uses an automated scheduling system with the
blank time slot option. We have already done the selection and
scheduling steps and are now rerunning the scheduling step, presumably
after making some adjustments to the schedule capacity parameters.

5-21 I
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NOTES ON MONTHLY AUTOMATED SCHEDULING OPTION (Concluded)

11. We have indicated that we don't want to do the scheduling step again,

since a manual review of the schedule indicated that it is adequate.

Because this is an automated scheduling system with the blank time

slot option, we are then asked if we want to produce the necessary e

reports and have the "appointments" for the month specified refiled in

the To Be Scheduled file.

12. This is he device on which the reports will be printed. (Notes 2

and 3, above)

%
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TABLE 5-1
SCHEDULING OUTPUT OPTIONS

OPTION SELECT FIELDS SORT FIELDS

Display/Print Personnel Clinic Agency
Requiring Exams Employee Name

Available Capacity Grid Date
Display Time Slot

Employee Medical Appointment or
Exam Protocol Clinic and Date

Medical Exam Protocol Program
for Program

Medical Exam List
(no sort or selection)

Appointment List by Clinic Dare
Clinic Time Slot

Appointment List by Clinic Agency
Shop Date Range Agency Unit

Time Slot Range
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6.0 UPDATE APPOINTMENT HISTORY PROCESS

6.1 Introduction

Options under this process are used to record and retrieve data on
missed, cancelled, and attended appointments and related employee
qualification data.

The cancellation options can be used to cancel an individual or group of
future appointments. If an appointment is scheduled in error, you should
cancel it to delete it from the schedule; otherwise, once the appointment's
scheduled date is past, the system may automatically treat it as a missed
appointment.

Attended appointments include both scheduled appointments and
unscheduled walk-ins. In either case, start with the Record Attended
Appointments option when the employee enters the clinic. Recording a
scheduled appointment should be a straightforward matter.

In recording an unscheduled walk-in, you will sometimes be faced with an
individual who is a new hire or prehire and is not in the Employee file or is
in the file as "terminated". In such cases, someone authorized to use the
Enter/Edit Employee option in the Administration Module will have to enter
the appropriate employee data. Entry of employee data may generate To Be
Scheduled file entries based on programs linked to the employee's occupation.

For any walk-in, even one on the Employee file, you should check the To
Be Scheduled file using the Display/Print Personnel Requiring Exams option.
If there are entries for the employee, you should use the Schedule
Appointments from To Be Scheduled option to create an appointment for today,
and then use the Record Attended Appointments option to create the
Appointment History record. You should then change the Scheduled or
Unscheduled field entry to "unscheduled". While this course of action mayel
seem lengthy, it will save data entry time, ensure program data integrity,
and avoid the need to delete the To Be Scheduled entries, which may otherwise
get scheduled a second time.

After the employee has been seen, you will use the Exam Results Entry!
Edit option to enter the employee's Clinic Time Out and individual exam
results as recorded on the first part of the Employee Medical Exam Protocol.
This option may also require you to enter or modify some employee enrollment
data.

6-I
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Once the clinic day is over, or at appropriate times during the day, use

the Missed Appointments option to record unattended appointments and any

justification offered. Eventually, the system will record as "missed" any

past appointments that are not already recorded as "attended" or "missed".

Check with your supervisor or System Manager to find out what the time limit

is for your clinic. -

The reports covered under this process are mostly summaries for use by
management. The Cost Accounting Report is only available for agencies that
are under a clinic which tracks cost accounting data. See the System
Manager's Guide for further information on this report.

6.2 Cancel Individual Medical Appointments Option

You use this option to create and edit Individual Appointment History
records for cancelled appointments and, if desired, to rczchedule them or

file them in the To Be Scheduled file. Figure 6-1 describes the prompt
sequence for this option. In this example, for Branch Clinic Mare Island, we
decide not to enter a record for Janet Jackson. We then enter and edit a

cancellation for Judy Jones and reschedule the appointment.

6.3 Block Cancellation of Medical Appointments Option

This option allows you to cancel all appointments that start during the
specified time period. You can have the system file the cancelled
appointments in the To Be Scheduled file. In addition, you can tell the
system to flag the time slots as unavailable administrative time. If there
are still appointments on file that include the specified time period, you
can use the Appointment List by Clinic option to identify them and decide
whether to cancel them individually. Figure 6-2 provides details on this

option's prompt sequence. In this example, for Branch Clinic Mare Island, we

cancel all appointments on October 31, 1986, and file them in the To Be
Scheduled file. We also have the system make the time unavailable.

6.4 Missed Appointments Option

You use this option to create or edit Appointment History records for

missed appointments and, if desired, to reschedule them or file them in the
To Be Scheduled file. This option closely resembles the Cancel Individual
Medical Appointments option, so review Figure 6-1 for the prompt sequence.

One difference is that the .ppointments from which you are allowed to select
must be for today or before. The other difference is that you are prompted

for an optional word processing field called Missed Appointments
Justification, instead of being asked for a Cancellation Date and Reason for
Cancellation. Leave this field blank unless an appropriate justification is

provided by the shop or employee, since this will affect the statistics

produced by reports.
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Select CLINIC: MARE BRANCH CLINIC MARE ISLAND

EMF'LOYEE WITH CANCELLED APPOINTMENT: J,J
1 JACKSONJANET JACKSONJANET

F 567891 551111113 SHOP: 106 (MINS)

2 JONESJUDY JONESJUDY
F 433434 556789099 SHOP: 923 (MINS)

CHOOSE 1-2: 1 JACKSONJANET
JACKSONJANET DOB- SEP 29,1971 OCC: GS0690 INDUSTRIAL HYGIENE SHIFT: D
Select the Appointment to be cancelled from these Scheduled Appointments:

APPOINTMENT not found. Q(
If wou want to enter/edit a cancelled APPOINTMENT recoro:

Select MEDICAL APPOINTMENT HISTORY DATE OF EXAM/APPOINTMENT: : Q
EMPLOYEE WITH CANCELLED APPOINTMENT: JOJ JONESJUDY

F 433434 556789099 SHOP: 923 (MINS)
...OK? YES/.. (YES)

JONESJUDY DOB: MAY 3,1963 OCC: SS1311 PHYSICAL SCIENCE TECHNICIAN SHIFT: Ii
Select the Anpointment to be cancelled from these Scheduled Anrpointmcnts:

10-31-86 at 800 PERIODIC
40 RESPIRATORY PROTECTION

...OK? YES// - (YES) 2
ARE YOU ADDING A NEW MEDICAL APPOINTMENT HISTORY? Y (YE!;)

CANCELLATION DATE: T//_ (OCT 221 1986)
REASON FOR CANCELLATION: ?
CHOOSE FROM:

S SHOP CANCELLED
C CLINIC CANCELLED

REASON FOR CANCELLATI0,.: S SHOP CANCELLED

Enter 'Y' to reschedule this apPointment for an unspecified Dpte/Time,
'R' to reschedule for a known Date/Time,
'N' to not reschedule. Y// R

DATE SCHEDULED: OCT 31,1986//_ (D
TIME SCHEDULED: 800//_
Reouired field missina, multiple entrw not fullz Processed, 0
or field did not Pass condition check.
DATE SCHEDULED: OCT 311986/I/ 11/5 (NOV 5, 1986)
TIME SCHEDULED: 800//__
END OF APPOINTMENT: 815//-
...SORRY, JUST A MOMENT PLEASE...

FIGURE 6-1

CANCEL INDIVIDUAL MEDICAL APPOINTMENTS
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EMPLOYEE WITH CANCELLED APPOINTMENT: JOJ JONES,JUDY
F. 433434 536789099 SHOP: 923 (MINS)

..OK? YES// (YES)

JONESJUDY DOB: MAY 3t1963 OCC: 6S1311 PHYSICAL SCIENCE TECHNICIAN SHIFT: D

Select the Arnoirtmrit to be c3riclled from these Scheduled Appoirtmonts:
11-05-86 at BOO PERIODIC

40 RESPIRATORY PROTECTION

...OK? YES//.I (NO)
APPOINTMENT not found.

If wou wanit to enter/edit a cancelled APPOINTMENT record:
Select MEDICAL APPOINTMENT HISTORY DATE OF EXAM/APPOINTMENT I G

ANSWER WITH MEDICAL APPOINTMENT HISTORY DATE OF EXAM/APPOINTMENT
DO YOU WANT THE ENTIRE MEDICAL APF'OINTMENT HISTORY LIST? Y (YES)

CHOOSE FROM:
10-31-1986 CANCELLED at 800 PERIODIC

40 RESPIRATORY PROTECTION
YOU MAY ENTER A NEW MEDICAL APPOINTMENT HISTORY, IF YOU WISH

Select MEDICAL APPOINTMENT HISTORY DATE OF EXAM/APPOINTMENT: 10/31QOCT 31, 198.
40 RESPIRATORY PROTECTION CANCELLED at SOOFERIODIC

...OOK? YES//_ (YES)
REASON FOR VISIT: PERIODIC//-
VISIT FOLLOWUF' FLAG: INITIAL//-
SCHEDULED OR UNSCHEDULED?: SCHEDULED//-
CANCELLATION DATE: OCT 22,1986//_
REASON FOR CANCELLATION: S OP CANCELLED//-
Select PR:OGRAM: 7, 7
ANSWER WITH PROGRAM:

* RESPIRATORY PROTECTION
YOU MAY ENTER A NEW PROGRAM, IF YOU WISH

ONLY ONE ENTRY PER PROGRAM 9
ANSWER WITH MEDICAL PROGRAM NAME
DO YOU WANT THE ENTIRE 26-ENTRY MEDICAL PROGRAM LIST?
Select PROGRAM: ASBESTOS 02

... OK? YES//- (YES) Q
PROGRAM: ASESTOS//_
ENROLLMENT TYPE: I REQUIRED
REEXAM FREOUENCY: 60
REASON FOR EXAM: QUCUPATIONAL EXPOSURE
EXAM TYPE: P B~ASELINE
EXAM FOLLOWUP FLAG:.
Select PROGRAM: .JPIRATORY PROTECTION 40

...OK? YES// (YES)
PROGRAM: RESPIRATORY PROTECTION// ©
ENROLLMENT TYPE: PERSONAL//-
REEXAM FREQUENCY: 0//,
REASON FOR EXAM: OCCUPATIONAL EXPOSURE// ,
EXAM TYPE: BASELINE//-
EXAM FPLLOWUF FLAG: INITIAL//-
Select FROGRAM:-..

EMPLOYEE WITH CANCELLED AFPOINTMENT: .

FIGURE 6-1

CANCEL INDIVIDUAL MEDICAL APPOINTMENTS
(Concluded)
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NOTES ON CANCEL INDIVIDUAL MEDICAL APPOINTMENTS OPTION

1. We are not given the option to select an existing appointment because

there was nothing in the schedule for today or the future. We are
still given the option of directly entering an Appointment History
record. If you do not select an existing scheduled appoinLmenc, or
there is none and you enter a record directly, you will be prompted

for all pertinent fields.

2. We have selected an appointment and indicated that we want to create a

new Appointment History record. All data from that appointment

becomes part of the new record.

3. The reschedule option cannot be used to reschedule an appointment by
adding it to an existing one. If you want to do that, specify "Y" and
use the Schedule Appointments from To Be Scheduled option.

4. We got the error message because we did not change the date or time. 9

5. From here on, the prompt sequence will resemble that listed under
Figure 5-3.

6. In this case, we are editing an existing record. You can enter a new
date, in which case the prompt sequence will be the same.

7. Once you get to this prompt, you cannot skip back to earlier prompts.
Also, if you enter an "'" at an earlier prompt, you will be at this
prompt, which is for a multiple field within the record (NOHIMS

Primer, Section 8).

8. Although we are adding a new program, we are not asked the "add"
question. If you mistakenly add a program to an Appointment History
record by selecting the program, you can delete it at the Program
field prompt.

9. There are no defaults since there is no existing enrollment for this

employee and program.

10. We have selected an exiscing appointment history program and could
edit the fields shown. %- L
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Select CLINIC: EARE RANCH CLINIC RARE ISLAND
ENTER :ATE OF APPOZNTNENTS TO BE CANCELLED: 10/31 (OCT 31, 1986)
START TIME TO BEGIN CANCELLING: FIRST//0
STOP TIME TO END CANCELLING: LAST//_
DEVICE: A RIGHT MARGIN: 132//

MEDICAL APPOINTMENT LIST DISPLAY ( OCT 22,1936 15:31 PAGE I
------ ~ t---- -- -- -- -- -- --- -- -- -- -- - ------ ~ t e~~ - - -- ---- e- e----- ---- ---- ---

31 OCT 96 700 RARKHAMRICK 311111120 12354 DAY
DOs: FED 29,1946 OCCUP: WG6641 TITLE: ORDANCE EQUIPMENT MECHANIC
VISIT REASON: PERIODIC INIT/FOLL: INITIAL
PROGRAM:

10 HYDROCARBONS
EXAM REASON: OCCUPATIONAL EXPOSURE S

04 LEAD EXAM REASON: OCCUPATIONAL EXPOSURE
40 RESPIRATORY PROTECTION

EXAM REASON: OCCUPATIONAL EXPOSURE
33 BENZENE

EXAM REASON: OCCUPATIONAL EXPOSURE

31 OCT 86 700 1AEZtJOAN 000000019 13405 DAY
DOD: JUN 6P1946 OCCUP: GS1311 TITLE: PHYSICAL SCIENCE TECHNICIAN
VISIT REASON: PERIODIC INIT/FOLL: INITIAL
PROGRAM:

04 LEAD EXAM REASON: OCCUPATIONAL EXPOSURE
40 RESPIRATORY PROTECTION

EXAM REASON: OCCUPATIONAL EXPOSURE

31 OCT 96 730 HARRISONBEN 732222222 4545455 DAY
DOI: DEC 12.1933 OCCUP: GS0341 TITLE: ADMINISTRATIVE OFFICER t
VISIT REASON: PERIODIC INIT/FOLL: INITIAL
PROGRAM:

04 LEAD EXAM REASON: OCCUPATIONAL EXPOSURE
40 RESPIRATORY PROTECTION

EXAM REASON: OCCUPATIONAL EXPOSURE

Do you uant to Proceed with cancelling appointments for the selected date and times? Y//_

Enter 'Y' to reschedule these aPpointments
'N' to not reschedule: I (D

Do you want to make the selected date and time slots unavailable?. Answer 'Y' or 'N'

Do you want to sake the selected date and tie& slots unavailable? Y
...SORRY, I'M WORKING AS FAST AS I CAN... D

FIGURE 6-2

BLOCK CANCELLATION OF MEDICAL APPOINTMENTS
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NOTES ON BLOCK CANCELLATION OF MEDICAL APPOINTMENTS OPTION

I. For an automated scheduling system these must be valid Time Slot Start

Times. Any appointments which have a Time Scheduled that is in the

time range you specify will be cancelled. Appointments that end

during or after this time range, but have a Time Scheduled that is

before the Start Time to Begin Cancelling, will not be cancelled.
Appointments that have a Time Scheduled in the time range will be

cancelled, even if the End of Appointment time is later than the Stop
Time to End Cancelling.

2. This is a display of all the appointments that will be cancelled if we

proceed.

3. We have chosen to reschedule, which will result in the appointment

entries being filed in the To Be Scheduled file.

4. This question is only asked under an automated scheduling system.
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6.5 Record Attended Appointments Option

You use this option to create or edit Appointment History records for
attended appointments. The option is similar to and simpler than the Cancel
Individual Medical Appointments option since it does not include options to
reschedule. See Figure 6-3 for a discussion of the prompt sequence. In this
example we create a new attended appointment for Janet Jackson at Branch
Clinic Mare Island. We then edit that record to add the asbestos program.
Also review Figure 6-1 for Notes 1, 2, and 6 through 1O.

6.6 Exam Results Entry/Edit Option

This option allows you to edit attended appointments records and to
enter program exam results. This option also files employee program
qualification statuses and modifies enrollment data. If you change an Exam
Status of "pending" or "incomplete" to "qualified" or "not qualified" the
system will take one of the following actions:

o If the employee is enrolled in the program, you will be prompted for
the Date Next Exam. The system will have automatically modified the
Date Next Exam in some instances. For one-time enrollments, you can
delete the Date Next Exam which will also remove the program. In any
case, you can modify the Date Next Exam for any reason, such as
consistency with the employee's birthdate.

o If the employee is not enrolled, or is enrolled for a one-time exam,
and the exam is periodic, you will be asked if you want to enroll the
employee in that program.

Figure 6-4 provides information on typical prompt sequences. In this
example, for Janet Jackson at the Branch Clinic Mare Island we record results
for the chromium, lead, and respiratory protection programs; correct the
entered results; and handle enrollment issues.
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Select CLINIC: LA~ BRANCH CLINIC MARE ISLAND

EMPLOYEE WHO ATTENDED APPOINTMENT: JLU
1 JACxSON.JANET JACRSONIIJANET

F 57891 551111113 SHP: 106 (IS

2 JONESOJUDY JONES.JUDY
IF 433434 556729099 SHOP: 923 ("INS)

CHOOSE 1-2i4.JACKSMJAW(T Sfeue e~ftelI

.ACKSOH.JA"Ef 008: SEP 29,1171 0CC: 6S0490 INDUSTRIAL HYGIEN~E SHIFT: 0

06 CHROMIUM
04 LEAD
40 RESPIRATORY PROTECTION

... CR YES// - (YES)
ARE YOU ADDING A NEW MEDICAL APPOINTMENT HISTORYT Y, (YES) ,.

SCHEDULED OR UNSCHEDULED?: SCHEDULED//-. l
CLINIC TIME IN: 1100// 1105 00
EMPLOYEE WHO ATTENDED APPOINTMENT: j.j.

I JACKSON.JANET JACKSO.JANrr
IF 56739 551111113 sHOp: 106 (MIMS)

2 JONESeJUDY JONES.JUDY
F 433434 556789099 SHOP: 923 (MIMS)

CHOOSE 1-2: L JACXSON,JANET
JACRSON,JANET D0o" SEP 29-1971 0CC: 5S0690 INDUSTRIAL HYGIENE SHIFT: D

Select the APeointaent attended fro* these Scheduled A~pojfttaents:

APPOINTMENT not found.
It wou vant to enter/edit am attomdtd APPOINTMENT record;

Select MEDICAL APPOINTMENT HISTORY DATE OF EXAMIAPPOINTMENT0
ANSWER WITH MEDICAL APPOINTMENT HISTORY DATE OF EXIAM/APPOINT'MEMT
DO YOU WANT THE ENTIRE MEDICAL APPOINTMENT HISTORY LIST? J. (TES)

CHOOSE FROMI

8-29-1916 AYTENDED at 900 SPECIAL REQUJESY
02 ASBESTOS
04 LEAD
40 RESPIRATORY PROTECTION

10-9-1936 ATTENDED at 1105 OCCUPATIONAL EXPOSURE
03 CHROMIUM
04 LEAD
40 RESPIRATORY PROTECTION

YOU MAY ENTER A NEW MEDICAL APPOINTMENT HISTORY,; If YOU WISH

Select MEDICAL APPOINTMENT HISTORY DATE OF EXAM/APPOINTMENT: 10/9 OCT 9. 1986

O8 CHROMIUM ATTENDED at 1105OCCUPATIONAL EXPOSURE

04 LEAD
40 RESPIRATORY PROTECIION .

.. OK? YtS// _ (YES)
REASON FOR VISIT: OCCUPATIONAL EXPOSURE//..
VISIT FOLLOWUP FLAG:-
SCHEDULED OR UNSCHEDULED?: SCHEDULED//-.
CLINIC TIME IN: 1103//..
Select PROGRAM: I
ANSWER WITH PROGRAM

CNOOSE FROM:
CHROMIUM
LEAD
RESPIRATORY PROTECTION
YOU MAY ENTER A NEW PROGRAM. IF YOU WISH

ONLY ONE ENTRY PER PROGRAM
ANSWER WITH MEDICAL PROGRAM NAME
DO YOU WANT THE ENTIRE 26-ENTRY MEDICAL PROGRAM LIST'..

Select PROGRAM: jSIESTOS 02
.. 09' YES/I.- (YES5)

ENROLLMENT TTPE: 1//..- REQUIRED (5
REEXAM FREQUENCY: W0/1
REASON FOR EXAM: CHANGE IN MS REQUIREMENTS// g;CUPAYIONAL EXPOSURE

EXAM TYPE: P// JI BASELINE
EXAM FOLLOWUP FLAB:..
Select PROGRAM: JROMIUM 61~.~

..0OK! YES//.. (YES)
ENROLLMENT TYPE: PERSONA/...
REEXAM FREQUENCY: 0/I...
REASON FOR EXAM: OCCUPATIONAL EXPOSURE//.
EXAM TYPE: BASELINE//.
EXAM FOLLOWUP FLAG:-
Select PROGRAM:

EMPLOYEE WHO ATTENDED APPOINTMENT:-

FIGTTpr 6-1

RECORD ATTEN DED APPOINTMENTS
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NOTES ON RECORD ATTENDED APPOINTMENTS OPTION

S

1. Since this entry was created from a scheduled record, the default is
"scheduled". The default would be "unscheduled" if we had not

selected an existing appointment and were creating an Appointment
History record by direct entry. You can override the default as

appropriate to the situation.

2. This field will be required for clinics that track cost accounting
data. For these clinics, you should enter the actual arrival time of
the employee at the clinic, since these data will be used to calculate .

the cost of clinic visits in terms of lost work time. S

3. In this case, we are editing an existing record.

4. Notice that once we accept a program, we are not given the opportunity

to delete it from the record. This is different from the handling of
missed and cancelled appointments, so exercise care when you select a
program. You may need to add programs if the employee is tested for

unscheduled programs during the visit.

5. The defaults are from an existing enrollment. You can edit them as
appropriate for the appointment history.

6. We have selected an existing appointment history program and could

edit the fields shown.

,. "
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Select CLINIC: RARE BRANCH CLINIC AARE ISLAND

EMPLOYEE FOR RESULTS ENTRY: &.1 ACKSOHJANET

F 567891 551111113 swOP: 106 (MINS)

..OKI YES//- (YES)

JACXSON.JAMET DO: SEP 29.1971 OCC: 6S0690 INDUSTRIAL HYSIENE SHIFT: D

Select the A.ointment for which you wish to enter results from the followins:

1 6-29-1986 ATTENDED at 900SPECIAL REQUEST

02 ASBESTOS
04 LEAD

40 RESPIRATORY PROTECTION

2 10-9-1986 ATTENDED at I1OSOCCUPATIOWAL EXPOSURE

68 CHROMIUM
04 LEAD

40 RESPIRATORY PROTECTION

CHOOSE 1-2:., 10-9-1986

REASON FOR VISIT: OCCUPATIONAL EXPOSURE//.
VISIT FOLLOWUP FLAG:-

S HEDULED OR UNSCHEDULED?: SCHEDULED//-

CLINIC TIME IN: 1105/...
CLINIC TIME OUT: 1145// 1200
Changes sad* to FREOUENCT, ENROLLMENT TYPE. and REASON FOR EXAM

will not change the corresponding enrollmet values,

Use the enrollment option fat chares.

Select PROGRAM: C I
ANSER NTTH PROSRA L
CNOOS FRRO:

CHROMIUM
LEAD

RESPRTORY PROTECTIONA R"

Select PROGRAM: CHROMIUM 08 .

... OKIT ES//_ - (YS)
ENROLLMT TYPE: PERSONAL//_
ItE~XA FREQUENCY: 0//_

EXAM TYPE: BASELINE//-..
EXAM FOLLOWUP FLAG: _
EXAM STATUS: PENoING/I JL UALIFIED
Current ENROLLMENT:
MEDICAL PROGRAM: CHROMIUM DATE NEXT EXAM: SEP 29, 1986 DATE LAST EXAM: OCT 9, 1986 NEXT EXAR TY L 1SE2'E

DATE ENROLLED: JUL. 30, 1986 ENROLLMENT STATUS: ENROLLED ENROLLMET TYPE: PERSONAL REEXAM FRE. Cy: 0

REASON ENROLLED: OCCUPATIONAL EXPOSURE REASON REMOVED: SET UP FOR SCHEDULING OLD DATE NEXT: SEP 29. 1986

DATE LAST PERIODIC EXAM: OCT 9. 1986 EXPIRATION DATE BASIS: SEP 29. 1906

Deletion of DATE NEXT EXAM will REMOVE this one-tie. ENROLLMENT
DATE NEXT EXAM: SEP 29f.91d// L

SURE TOU WANT TO DELETE' Y (YES)

REASON REMOVED: SET UP FOR S17HEDULIN Replace .. With APPOINTMENT GIVEN
Replace -

APPOINTMENT lIVEN
The following is the curent TO BE SCHEDULED entr :

PROGRAM TO RE SCHEDULED: CHROMIUM ENROLLMENT TT PERSONAL REEX6M FREQUENCY: 0

REASON FOR EXAM: OCCUPATIONAL EXPOSURE EXAM TYPE: BASELINE EXAM FOLLOWUP FLAG: INITIAL

DATE 1XPOSURE REPORTED: JUL 30, 1186 DATE FILED: OCT 22, 1986

VARNINS: This Esplevee needs an exposure related owes for this Poer&

Be wow want to DELETE this entr? NIl ..

FIGURE 6-4

EXAM RESULTS ENTRY/EDIT
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Select PROGRAM: aROMIUN 09

.OR YES// (YES)
EN9OLLMENT TYPE: PERSONAL//-
REEXAM FkEOUENCY: Oil

REASON FOR EXAM: OCCUPATIONAL EXPOSURE//_
[EAM TYPE: IASELINE// 
EXAM FOLLOwuP FLAG:...
EXAM STATUS: OUALIFIED/I L INCOMPLETE
REASON INCOMPLETE: 9

R uited if EXaR STATUS is 'INCOMPLETE'. otherwise should be deleted
CHOOSE FROM:

I NO RESULTS
2 INCONCLUSIVE RESULTS
3 EMPLOYEE LEFT
4 SHOP RECALLED EMPLOYEE
3 OPERATOR ABSENT
6 MACHINE MALFUNCTION

REASON INCOMPLETE: L INCONCLUSIVE RESULTS
Select PROSRAO: 94 LEAD 04

.OK? YES//-,, (YES)
ENROLLMENT TYPE: PERSONAL//- .
RZEXAA FREQUENCY: 6//- EREASON fOR EXAM.' OCCUPATIONAL EXPOSURE//o

EXAM TYPE: BASELINE// -

EXAM FOLLOWUP FLAG: INITIAL//-
EXAM STATUS: PENDING/ !IT QUALIFIED
MED:CAL PROGRAM: LEAD DATE LAST EXAM: OCT 9, 1986 NEXT EXAM TYPE: BASELINE DATE ENROLLED: OCT 1. 1986
ENROLLMENT STATUS: REMOVED ENROLLMENT TYPE: PERSONAL REEXAM FREQUENCY: 0
REASON ENROLLED: OCCUPATIONAL EXPOSURE DATE REMOVED: OCT 8, 1986 REASON REMOVEP: SET UP FOR SCNE: LING
OLD DATE NEXT: OCT 8. 1986 DATE LAST PERIODIC EXAM: OCT 9. 1986

Do wou want to ENROLL this Esvlove. in this Proera*e *T*

ENOLLMENT TYPE: PERSONAL//_
DATE NEXT EXAM: APR ,19,67/-
Resulteo field esssins, multile *ntru not full* ,rocessed,
or field did not P.ss condition check.
DATE NEXT EXAM: APR 1,1987// I//S (MAR 1, 1987) (I0
NEXT EXAM TYPE: BASELINE// P PERIODICG
The followins is the current TO BE SCHEDULED entty:
PROGRAM TO BE SCHEDULED: LEAD ENROLLMENT TYPE: PERSONAL REEXAM FREOUENCY: 0
REASON FOR EXAM: OCCUPATIONAL EXPOSURE EXAM TYPE: BASELINE EXAM FOLLOWUP FLAG: INITIAL
DATE EXPOSURE REPORTED: JUL 30o 1966 DATE FILED: OCT 22, 1986

WARNING: This Esolove needs an exposure related exam for this Praolva

Do vou want to DELETE this entry' N// L
Select PROGRAM: 40 RESPIRATORY PROTILIIOM 40

..Ok' 7S//. (YES)
ENROLLMENT TYPE: PERSONAL//-
REEXNAN FREQUENCY: 12//_
REASON FOR EXAM: OCCUPATIONAL EXPOSURE//.
EXAM TYPE: BASELINE//.
EXAM FOLLOWUP FLAG: INITIAL//
EXAM STATUS: PENDING// 0 QUALIFIED
Current ENROLLMENT:
MEDICAL PROGRAM: RESPIRATORY PROTECTION DATE NEXT EXAM: OCT 1 1917 DATE LAST EXAM: OCT 9. 1986
NEXT EXAM TYPE: PERIODIC DATE ENROLLED: JUL 28. 198A ENROLLMENT STATUS: ENROLLED
ENROLLMENT TTPE: REOUIRED REEXAM FREQUENCY: 12 REASON ENROLLED: CHANGE IN MS REQUIREMENTS
DATE EXPOSURE REPORTED: OCT 1. 1966 OLD DATE NEXT: JUL 20. 1986 DATE LAST PERIODIC EXAM: OCT 9- 1994

EXPIRATION DATE BASIS: OCT So 1937

DATE NEXT EXAM: OCT 1.1907// ©
Select PROSRAM: G
EMPLOYEE FOR RESULTS ENTRY: -,5'.

FIGURE 6-4

EXAM RESULTS ENTRY/EDIT
(Concluded)

o
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NOTES ON EXAM RESULTS ENTRY/EDIT OPTION

1. You can only enter results for an existing Appointment History

record. If the one you want is not listed, use the Record Attended

Appointments Option to create it.

2. These times are required for clinics that track cost accounting

data. Enter the actual time of arrival and departure.

3. This warning message is always displayed.

4. Since the employee has a one-time enrollment for this program, we are

told how to remove it. If this had been a periodic exam, we would

also have been asked if we wanted to enroll the employee. 4)'

5. This was the Reason Removed for a prior removal. We are replacing it
with the current Reason Removed (Primer, Section 5.3).

6. As noted in Section 4.3 on removals, when no removal exam is to be

done and there is an existing To Be Scheduled entry, the system asks

if you want it to be deleted.

7. We entered the "not qualified" in error and are now changing it to

"incomplete". Since we already deleted the To Be Scheduled entry

above, we are not being asked if we want to replace it. Instead the

program is simply filed in the To Be Scheduled file for a follow-up

exam. The program removal is left as entered above.

8. Since the employee is removed from the program enrollment and the

exam is periodic, we are asked if we want to do an enrollment. S

9. The system has timed out on an existing entry before all data were

processed so it will reprompt us.

10. Because the employee's birthmonth is September, we have altered the

default date to correspond to a six-month frequency from the •

birthmonth.

11. Despite the fact that this is an enrollment with a future Date Next ,

Exam, there is an existing To Be Scheduled entry; consequently, we

are asked if we want to delete it.
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NOTES ON EXAM RESULTS ENTRY/EDIT OPTION
(Concluded)

12. Since this is a periodic exam for a program with a periodic
enrollment, we are prompted for a Date Next Exam. In this case the
system has modified the Old Date Next by taking the appointment month
and adding the enrollment reexamination frequency. If the Old Date
Next had been greater than the appointment date, the Date Next Exam
would have been the Old Date Next incremented by the enrollment 0

reexamination frequency.

.
.

.4.
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6.7 Appointment History Output Options

Table 6-1 describes the selection and sort criteria for which you will
be prompted when using options that produce reports under the Update
Appointment History Process; the prompt sequences for these options are self
explanatory. See the Primer, Section 9.3, for information on responding to
sort field prompts.

The Full Qualification Status Report option produces the Qualification
Status Report for all agencies with all programs and training data. It can
be produced on a regular basis using the Kernel's Taskmanager. This option
can also be selected from the menu, in which case you will be prompted for
device as shown in the Primer, Section 9.2.

I JI%
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TABLE 6-1
UPDATE APPOINTMENT HISTORY OUTPUT OPTIONS

S

OPTION SELECT FIELDS SORT FIELDS

Qualification Status Agency Name
Report Program, Training, or Both

one or all Programs

Appointment History Employee Date of Exam/Appointment 6
Details Disposition range

Program range

Clinic Agency
Disposition Agency Unit
Program range Employee 0

Date of Exam/Appt.

Clinic Agency
Program range Occupation

Agency Unit

Employee
Date of Exam/Appt.

Appointment History Date of Exam/Appt range Shop
Summary Agency

Performance Clinic Program
Summary Agency

Date of Exam/Appt. range
Schedule/Unscheduled/All

Missed Appointments Agency
Report one or all Shops .e

Date of Exam/Appt range ,,
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TABLE 6-1

UPDATE APPOINTMENT HISTORY OUTPUT OPTIONS
(Concluded)

OPTION SELECT FIELDS SORT FIELDS

Cancellation Report Agency
one or all Shops
Date of Exam/Appt range

Cost Accounting Agency
Report one or all Shops

Date of Exam/Appt range

Full Qualification
Status Report
(no sort or
select ion)
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TSection

Application files 2.2

Appointment History
Attended 6.5
Cancel Block 6.3
Cancel Individual 6.2
Exam Results 6.6
Missed 6.4
Reports 6.7

Appointment Notices 2.1, 3.0

Appointment Notices file, description of 2.2

Attended Appointments 6.5

Audits 2.1, 3.0 5

Cancel Appointments - See Appointment History

Clinic file, description of 2.2

Discrepancy Audits 3.0

Enrollment file, description of 2.2

Enrollment, Program
Automatic 2.1
Enroll 4.2
Occupation related 2.1
Remove 4.3
Reports 4.4
Stressor related 2.1

Medical Appointment file, description of 2.2

Medical Appointment History file, description of 2.2

Medical Exam List - See Protocol, Complete

Medical Program file, description of 2.2

Medical Program Tests file, description of 2.2

Medical Qualifications file, description of 2.2
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Topic Section

Missed Appointments 6.4

Preexam Instructions file, description of 2.2

Program
Definition of 1.3
Enrollment - See Enrollment, Program
Linkages 2.1, 3.0
Preference 1.4, 2.1, 2.2, 5.1,

5.3, 5.4, 5.6
Use of 2.1, 4.1, 5.1, 6.1

Protocol
Complete 5.8
Definition of 1.3
Employee 5.8
Program 5.8
Use of 2.1

Scheduling
Blank List 5.6
Direct 2.1, 5.1, 5.4 :4
From TBS 5.5
Kill 5.6, 5.7
Monthly 5.3, 5.6
Reports 5.8

Scheduling System, Automated
Blank Time Slot 5.6
Definition of 1.3
Description of 2.1, 5.1, 5.3, 5.6,

5.7
Monthly 5.3, 5.6, 5.7 yY

Scheduling System, Manual
Definition of 1.3

Description of 2.1, 5.1, 5.6
Monthly 5.6

To Be Scheduled file, description of 2.2

To Be Scheduled
Lispiay 5.8
Edit 5.2
Enter 5.2
Monthly Pull 5.6
Scheduling 5.5
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